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HRMS Quotas

Instructor notes:

Schedule
Breaks in the a.m. Flexible

Lunch we’ll aim for 11:30 — 1:00pm

Breaks in the p.m. Flexible

Introductions — Participant

Ice breaker

First Name*, Agency, Other HRMS classes & when



Training Materials

The following training materials and tools are used:

B HRMS Training Guide: Designed to introduce you to HRMS
navigation terms and concepts and to provide the necessary
information to complete the activities.

B HRMS Activity Guide: Designed to provide you with

demonstrations and exercises that help solidify your
understanding of concepts learned in the course and also

provide you with an opportunity to use HRMS.

HRMS Training Guide

This document which contains PowerPoint slides and notes of all of the
content covered in class. It is also used as a training manual.

HRMS Activity Guide

The accompanying Word document that details all the scenarios and
data needed to perform an activity in HRMS.

Types of activities in the Activity Guide include:

Demonstration Trainer performs activities while participants
watch.

Walkthrough Trainer and participants both perform activity.

Exercise Participants perform activity and ask
questions.
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Training Tools

B HRMS On-line HR
. Washington State
Quick Reference Dopartment of Personnei (co}
OLQR): On-line
(OLaR): On e | T ) e ) (o e
hel p that prOVIded Home > Payroll > Human Resource Mansgement System > On-Line Quick Reference  Print Friendly
you with step-by- Payroll - HRMS On-Line Quick Reference
Step InStrUCtlonS HRMS Support The On-Line Quick Reference (OLQR) contains D
H elated Documents
deS|gned tO help Payroll Calendars & Schedules ‘"SIUC"OT‘ :ale”ai boley ﬁ” perform dasy‘w‘day
tasks in the Human Resource Management System HRMS Uparade Impact
you complete tasks | T HRMS) esimen
. On-Line Quick Reference »
n H R MS . It is organized by functional areas and roles, job aids. Contact Us
HRMS reports, user procedures, course manuals, and 360-664-6400 or E-Mail
glossary

o Functional Areas and Roles
o Job Aids

o HRMS Reports

o User Procedures

o Course Manuals

o Glossary

Updated: 3/9/09

’ Website address: http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/

Sta

HRMS OLQR
An online help tool that contains user procedures and process flows to be used
during all activities in the training.

HRMS also contains Context Sensitive Help. When accessing the Help
feature while working in HRMS, the OLQR will display procedures related to
the transaction the user is currently working in.




J b A- d ContactDOP | About Us
o 1as HR Depariment of Personne (o]
m HRMS Job Aids: () ) e e e ) e Ty

roll > Human Resource Mansgement System > On-Line Quick Reference >  Print Friendly

Designed to provide you CIEIENNNN s
With reference materials i o oia S8 e Comtactvs

Training end users allowing them to accomplish a particular 360-664-6400 or E-mail

So you can quickly Ontine CuickReooncs 5139216y
access relevant HRMS I EE

Access HRMS 410407

information.

o
3
=
o
<

PPT PDF 4104107
Employee Hiring and Processing PPT PDE 1/22/08
Financial Reporting PPT PDF 514107
Garnishments PPT PDE 1116108

i PoF 40407
HRMS Benefits PPT PDF 1123108
HRMS Payroll and Reports BPT PDE 9/29/08
Inquirer Roles PPT PDF 410407
Maintain Payroll Master Data PPT PDE 8/06/08
Organizational Management PPT PDF 3/03/08
Personnel Time Recording PPT PDE 4104107
Quotas PPT PDF 8/06/08
Supenisor Roles PPT PDE 410407
Time Absence Types PPT PDF 1116108
Time Management PPT PDE 2113107
Time Wage Types PPT PDE 1124108
Year End Reports PPT PDE 4102/08

Website address
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReferencex

Stal

Job Aids are printable sheets that include frequently used.:
Transaction Codes
Icons
Infotypes
Important Dates/Schedules
Examples



Course Objectives

B Upon completion of this course, you should be able to:

— Explain new terms and key components of quota accruals
and maintenance.

— Create and maintain shared leave quota for cross- and
same-agencies donors and recipients.

— Explain the process of quota corrections and when they
should be made.

— Determine when to create a manual adjustment.

— Prepare a leave buyout for an employee separating from
state service.

— Run HRMS reports.
— Access and navigate the Online Quick Reference (OLQR)




HRMS Role Based Security

B HRMS has role-based security

B System security dictates the information that you can
update

B Your agency assigned your role based on what tasks
you perform

B There are agency-level and centralized roles

% Instructor notes guided note taking (red will be blanks):

Your agency has mapped HR/payroll staff to appropriate roles which determine the training
required and the type of information you can access.

Guided note taking:

“Z—  The employee’s position determines what role is assigned and the level of HRMS access
available.

Roles ensure that the appropriate people have access to view and change information based on
security profiles.

Depending on the organization structure, roles may be filled by the same person. While other
agencies, these roles might be assigned to two different individuals.




Roles Review 9
B Leave Correction Processor:

Responsibie for maintaining empioyee ieave and shared ieave information for new
and existing employees

Payroll Processor:

Responsible for creating and maintaining payroll information for new and existing
employees in the HRMS system. New employee payroll information is entered once
the human resource information has been entered

Payroll Analyst:
Responsible for identifying time and payroll master data errors

Time and Attendance Processor:
Responsible for recording time and attendance into CATS

Time and Attendance Inquirer: _ _
Views absence quotas (accrual) and payroll time entries

Time and Attendance Supervisor:
Provides oversight to the Time and Attendance Processor and Inquirer. Ability to view

all infotypes, has limited update ability.

Instructor notes:

Explain how all the roles discussed will work together.

Role

Transaction Code

Infotype/Accessibility

Leave Correction Processor

PA20, PA30, CAT3,

0008(R ), 0014 (M, R) 0041 (M,R), 2006
(M,R),2013 (M,R)

Payroll Processor

PA20, PA30, PT50,

2013( R), 0003 (M,R), 0007(M,R,W)

ZT60, CAT3 0416 (M,R,W) 0696 (M,R,W) 2006
(M,R,W) 2010 (M,R,W) 2013
Payroll Analyst PA20, PA30 0007(R,M), 0008(M,R), 0041 (M,R)

0416(M,R) 2010 (M,R) 0014 (M,R,W),
0696(M,R,W)

Time & Attendance
Processor

2006, PA30, PT50,
ZT60, CAT2, CAT3

0008 (R ), 0014 (R ), 0007 (M,R,W),
0416(M,R,W), 0696 (M,R,W) 2010
(M,R,W) 9402 (M,R)

Time & Attendance Inquirer

PA20, PT50, CAT2,
CAT3

0003 (R ), 0007( R), 0008 (R ) 0041 (R
), 0696 (R), 2010 (R ) 9402 (R), 2006
(M,R)

Legend:
R- Read
W- Write data records

M- Read with entry
helps
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Section Overview

B Upon completion of this section, you will be able to:

— Define new terms related to quotas

— Describe types of quota

— List the infotypes that impact quota accruals

— Explain who earns quotas, when quotas are accrued
— Describe the Time Evaluation

— Define how quotas are used and displayed on the
earning statements

Instructor notes:
By the end of this section you will be able to:

Define terms that relate to this course

Identify the infotypes that impact quota accruals

Describe the process flow of the quota accrual process

Define who earns quotas, when they are earned and how they are used
View the employee quota deductions on their earning statement
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Key Terms

B Cross-Application Time Sheet (CATS) - Central time
sheet used to enter employees time data
B Quota Types - Different categories for quota balance

B Quota Accrual- Rate an employee accumulates absence
time in difference quota types. The rate is determined by the
employees years of State service, or collective bargaining
agreements.

B Quota Balances- The amount of absence time an
employee has available

B Time Evaluation — A process that updates quotas

Instructor notes:

CATS- Electronic timesheet that is used to enter an employees time activity. For
example: An absence or working overtime.

Not all agencies use CATS to enter their employees leave. These agencies are
known as GAP1 agencies and use their agency specific leave system to enter
leave. Even though these agencies do not enter leave directly into CATS, they do
use CATS to make corrections to time entries once time data has been transferred
into HRMS during the time transfer of payroll processing.

Quota Types- The different categories of leave available to an employee. We'll
show you a listing of these next.

Quota Accrual- The rate at which an employee accrues leave. The accrual rate
depends upon the employees years in service and any collective bargaining
agreements

Quota Balance- Available time to the employee

Time Evaluation is run automatically by the Department of Personnel during the
payroll processing days, however agencies have the capability to run the Time
Evaluation to transfer time for employees as needed. We'll talk more about when
agencies should do this later in the course.

Use the Time Evaluation to update time for employees as needed.
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Types of Quota

B System Generated Quotas
30 Sick Leave
31 Annual Leave
34 Justified Excess Vacation (JEV)
40 Excess Vacation Accrual (EVA)
42 Personal Holiday-Shift

B Quotas Generated from Time Entries

35 Compensatory Time
37 Exchange Time

39 Holiday Credits

B Other Quotas
34 Justified Excess Vacation (JEV)
38 Military
41 Shared Leave
46 Sick Leave Pool
47 Uniformed Serv Lv Pool

% Instructor notes:

System generated — Based upon the rules for earning these quotas,
HRMS will generate the accrual each month. We'll talk more about
timing.

Time Entries- These are a couple examples of quota that is created
because of a time entry in CATS.

Other Quotas —These quotas are created by the agency based on the
civil service rules related to an employee’s leave entitlement. JEV, for
example, is established on the Date Specifications (0041) by entering
the dates of the eligible period. Once created, HRMS will automatically
move (system generate) the quota into the JEV bucket as defined.
Which is why JEV also appears under the System Generated Quotas.

Note:

In order for the System to generate JEV accruals, the JEV start and to
dates must be entered on Date Specifications (004 1) for the allotted
time.
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Infotypes Impacting
Quota Accrual

Instructor notes:

The following infotypes are completed during the hire/rehire action by the Personnel
Administration Processor or your HR offices and impact how an employee accrues
quotas in HRMS.



H Actions (0000)

— Employment
Status
= Employees
must be in
active status to
accrue leave

=
Infotype  Edit

|&

Infotypes Impacting Quota Accrual

Goto Extras_ System Help

2/ aB I Ce® DHE HDon @@

Display Actions (0000)

@2

PersNo! 88888888

I

st
BB
3126

Name SPRINGFIELD, RICK
PersArea 1111 Information Services Division
PSubarea (6001 Non
Start 10/01/2008] to

EEGroup 8] Permanent
06 M-OT
12/31/9999

Status _Active
Chng [10/13/2008 08215

Personnel action

ool Type U3 Appointment Change a
(O] (<] Reason for Action 62| Change in EESubgroup
(&[F[®]
‘:I Status
= I Employment 3 Active B |

(B[]
Hit list =
Name || postion 70081888 IT SPEC 3

Personnel area 1111]  Information Services Division

Employee group 0 Permanent

Employee subgroup 06 M-OT Elig>40hrsiwk

Additional actions

Start Date_|Act. [Action Type |ActR_[Reason for action i

10/01/2008 U3 Appointment Change 62  Change in EESubgroup H
=
=

(o) I ||

15

Instructor notes:

Actions (0000)- Employee must be in active status to accrue leave.




B Org Assignment
(0001)

— Personnel
Area/subarea
= defines agency and
if employee is
represented or not

— Employee
Group/subgroup
= defines the
employee (hourly,
or monthly)

Infotypes Impacting Quota Accrual cont’d.

=
Infotype  Edit Goto Extras System Help

B Ce@ I CHE I EhLN RE @@

Display Organizational Assignment (0001)

8> |Personnel No. 8688888 Name SPRINGFIELD, RICK

Find by || Persarea [1111] information Services Division EEGroup|0] Permanent

< @ Person | psubarea [8001) Non R 08| M-OT Status _ Active
B coted| g 10/01/2008] to  [12/31/9898) Chng [10/13/2008]00215
Searc.
Free

Enterprise structure
CoCode WAD1|  STATE OF WASHINGTON
[ [0

Pers.area 1111 Information Services Divisi.. Subarea 0001 Non Representenl

o Cost Ctr
BEIE Fung

Personnel structure

EEgroup 0|  Permanent

Payrarea 11| Semi-monthly

[ EE subgroup (06|  M-OT Elig>40hrswk Contract | Permanent )
e
[ Organizational plan | Administrator
Percentage 100.00 PersAdmin
Position 70081888 0104 Time 0DA| ADMINISTRATION
IT SPEC 3 PayrAdmin
Job key so001684] 479K
IT SPEC 3
Exemnpt N
Org.Unit  |30000513] DA
1D

Orgkey 4000

&2
F & & a1

Instructor notes:

The Organizational Assignment infotype defines the employee

1110000000, DEFAULT AGENC. Bus.Area |1118| Department of Personnel

For example EE sub group defines whether the employee is hourly or monthly
and if they are eligible for overtime. Personnel Sub Area defines if an

employee belongs to a Bargaining Unit — this could also affect their rate of
accrual.

Personnel Area — Name of agency
EE Group- Seasonal, Temp, Perm, non perm



Infotypes Impacting Quota Accrual cont’d.’

. . 4
Worklng Tlme Infotype  Edit Goto Extras System Help
v} 10E Qe CHE Hhes DR @@
(0007) Display Planned Working Time (0007)
2 vk v
—_ Add|t|0na| Tlme BR[|y {Personnel No. | 88888888 Name 'SPRINGFILED, RICK
Find by || Persarea [1111] information Services Division EEGroup 8] Permanent
ID = § Person | psubarea 0081 Non Represented EESubgroup |06 M-OT Elig>40hrsiwk  Status  Active
. %geogfé Start 01/01/2008| To 12/31/9998| Chg. |B1/21/2006 CONVERT2
= Defines how B Free
[ Waork schedule rule
the employee = an| ‘Work schedule rule FULL 5-8s. M-F 8 hpd
accrues |eave & - Time Mgmt status 9 9 - Time evaluation of planned times ]
= it-time er Additional time ID 00
— Employment [a[=]wn] |
t |:I Working time
percen age = Employment percent 100.00
. . Daily working hours 8.00
L Determ|nes |f LA ‘Weekly working hours 40.00
th mol Name | Monthly working hrs 174.00
e e p Oyee Annual working hours 2080.00
full time or Weekly workdays 5.00

part time

% Instructor notes:

The choices on this infotype will determine if the employee accrues
leave.

The options for the Additional Time ID field include:
00- Regular accrual (this is the default)

01- No accrual
02- Sick Leave accrual only

Note:

Options for the Additional Time ID:
00 Regular accrual (this is the default)
01 No accrual

02 Sick Leave accrual only
This infoytpe also indicates employees employment percentage.



Infotypes Impacting Quota Accrual cont’d.

=
- Pa ro/l Infotype Edit Goto Extras System Help
Y @ 1 JH @06 DHE BhAS OO 0
Results (9402) Display Payroll Results 2 (9402)
— Worked [CToTT8 | #erserreine: [ 121678 Name Jones, Jessi
H Find by EE group 0| Permanent Personnel ar 2450 Military Department
ours = ﬁ)rson EE subgroup  |01] Monthly(M) OT Ex.. SSN |127-11.8479 Status  Active
Al Collec
- Start 08/16/2008| To 08/31/2008| Chngd|10/07/2008 TIDALSAP
= Defines the Bl searc
Free
total hours [Payroll Results 2
Sequence Number 78
[
Worked for : Country Grouping 10
the pay & Payroll area 1
. 3| | currency usD
d =
perlo El For-period payroll 200817
< Payroll type
Payroll Identifier
il Payment date 09/10/2008
Name |
WSF Wrkd Hrs Period 0.00
S0 o) s
WSF Wrkd Hrs Unlimited 0.00
WSF Probation Hrs Period 0.00
WSF Probation Hrs Unlimtd 0.00

% Instructor notes:

After payroll has processed, this infotype is populated to display the
hours the employee worked for the pay period. Displays the accrual
date for the employee, either the 16" or the 15t of the following month.

Note:

The hours worked by the employee display on this infotype once
payroll has processed for the pay period.



Infotypes Impacting Quota Accrual cont’d.

=
Infotype Edit Goto Extras System Help

(V] D AH  COQ SHE Bhan @m
Display Date Specifications (0041)
[= T | Bersonneinio:  [40oe0314 Name BRADY TONYA
Find by PersArea |2350) Dept of Labor & Industries EEGroup |8 Permanent
< @@ Person PSubarea [DOHA| WFSE Agencywide EESubgroup [01] Monthly(M) OT Exe.. Status Active
(R Collective search | g 06/01/2008] to 12/31/9999) Chng |B6/22/2006 | TRANSIP

() Search Term
() Free search

Date Specifications

toe Date, Date type Date
[ 010} F’Ia‘inniversary Date 03/01/1985 02| Appointment Date 11/208/1995
03| Original Hire Date 03/01/1985 04 Prior PID 05/01/1995
05 | Seniority Date 03/01/1985 167 Unbroken Srvc. Date 03/01/1985]
18| Prsnl HolidayElgblty 06/16/2006

B Date Specifications (0041)
| 01- Anniversary Date | 03-Original Hire Date | 07- Unbroken Srvc Date

Instructor notes:

Date Specifications (0041) In order for an employee to have a
successful payroll process and accrue quota they must have the
following date types: They are highlighted in yellow.

01- Anniversary date- This date is the unbroken service date plus prior
state service and minus LWOP. This date is used to calculate the
accrual rate.

03- Original Hire Date- Date of hire

07- Unbroken Service Date- Date the employee began continuous
state service. Used for calculating the rate of accrual. Note: If an
employee has more than 15 calendar days of LWORP, this date will be
adjusted accordingly.

Note:

Other date types that can be entered during the Hire action
include:

18- Personal Holiday eligibility

09- Vacation frozen up to- Ensures that employee is not able to use
vacation leave until this date has past

16- JEV Begin and 17- JEV end date

We'll be coming back to the infotype later in the course when we talk
about Personal Holiday and JEV.



Infotypes Impacting Quota Accrual cont’d.

B Payroll Status =
Infotype Edit Goto Extras System Help
(0003) @ 2JH @00 CHR Hhan o®
Display Payroll Status (0003)
— PDC error EEE
indicator is not [1T8 | garsonmeiig Name SPRINGFIELD, RICK
Find by EE group 0| Permanent Personnel ar  |1111 Information Services Division
checked ~ @B Person | £E subgroup  |08| M-OT Elig>40hrs/. SSN | 111223344 Status  Active
PDC %giﬁﬁ Chng [10/15/2008 | TIDALSAP
- Free:
1 Payroll/Retroactive Accounting
recaICUIatlon ) || Eateers. RA date Accounted to 10/31/2008
date z Run payroll up to Earliest MD change
@ Do not account after Mast.data chng.bonus
=
Time evaluation
it ist Earl pers rec.ate 01/01/2008]  Pers.calendarfrom  |01/18/2006
\ e PDC r 11/01/2008
S =
i
. [ Other data
Note: Initial input 01/21/2008| |19:28:02
PDC - Plant Data
Collection
]
|
Instructor notes:

During the payroll processing days, if the PDC (Plant Data Collection)
error indicator is checked, this means that the employee did not
process successfully through the Time Evaluation.

In order for an employee to process through the Time Evaluation
successfully date types 1,3 and 7 must be present on the employee’s
Date Specifications infotype (41)

Once payroll has processed for the current period, the PDC
recalculation date will automatically update to the first day of the next
pay period.

Note:

Verify that the PDC error indicator is not checked. If this is checked,
this indicates that the employee did not process through the Time
Evaluation successfully. Be sure to check your agencies Spool Files to
check for these errors. Refer to user procedure Spool File -
Accessing and Printing Reports (SP01)
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Who Earns Quota?

B Active employees earn
quota.

B The accrual rate can
vary between
employees based on
bargaining unit, service
time and type of
employee etc.

Instructor notes:
As we have discussed this far, we've learned that how an employee’s master data is
created in HRMS will determine how their quota accrues in HRMS.

As a recap, things that can impact the accrual rate is years of service, whether the
employee belongs to a bargaining unit, or if they are part-time or full-time.

Sick leave is accrued at 8 hours per month.

Below is the annual leave accrual rate table based on years of service for the General
Government Employee Accrual Rates

Note:
An employee’s anniversary date and unbroken service date are also used in
determining an employee’s accrual rate.

General Government Employee Accrual Rates:

Time in Service Days per year Hours per year HRMS Monthly Accrual Rates

During 1st year 12 96 8
During 2nd year 13 104 8.66667
During 3rd & 4th years 14 112 9.33333
During 5th, 6th & 7th years 15 120 10
During 8th, 9th & 10th years 16 128 10.66667
During 11th year 17 136 11.33333
During 12th year 18 144 12
During 13th year 19 152 12.66667
During 14th year 20 160 13.33333
During 15th year 21 168 14
During 16th year & thereafter 22 176 14.66667
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When is Quota Accrued?

Salaried Employees

B Employees must be in active status and worked 80 hours
during the 1st- 151 of the month to receive accruals on the
16%,

B Accruals are added to an employee’s quota balance after
the Time Evaluation run on Day 1 of payroll processing

Part-time or Hourly employees

B Quota accruals for part time and hourly employees is
proportionate to the number of hours in paid status in the
month to that required for full time employment.

% Instructor notes:

Fulltime employees who have at least 80 hours of regular time and paid leave
(including vacation and sick leave) within a calendar month are eligible to accrue
leave. Overtime hours are not counted for leave accrual.

Employees who have their 80 hours within the first pay period (between the first and
the fifteen) will accrue leave on the sixteenth of that month. The accrual will appear
on the earnings statement received on the tenth of the next month (reflecting the
pay period of the sixteenth through the end of the month).

If an employee doesn’t reach the 80-hour threshold until the second pay period
(sixteenth through the end of month), leave will accrue on the first day of the
following month and appear on the earnings statement received on the twenty-fifth
of that month (reflecting the pay period of the first through the fifteenth).

For part-time and hourly general government employees, vacation and sick leave
accruals are proportionate to the number of hours in paid status in the month that
are required for full-time regular schedule employment. Leave will always accrue on
the first day of the following month and appear on the Earnings and Deductions
Statement received on the twenty-fifth of that month.



23

How Quotas is accrued

B Executed as a batch process (automated) to calculate and
apply quota accrual values for employees during each payroll
cycle.

B After the Time Evaluation has run, the quotas can be viewed to
ensure the proper accrual rates have been applied.

B Check your agencies Spool files to verify transfers with no
errors.

B Refer to the user procedure Spool File-Accessing and Printing
Reports on the OLQR

% Instructor notes:

Time Evaluation is a batch process that is processed each payroll cycle
that calculates and applies employees quota accrual.

Time Evaluation also creates a log during the payroll cycle that agencies
will need to access to verify all agency employee’s accrual ran with no
errors. These are your spool files. Refer to the user procedure Spool
File- Accessing and printing reports on the OLQR for assistance.

Agencies do have the ability to run the Time Evaluation to transfer time
when adjusting leave balances outside of the normal payroll process.
We will be discussing when it is appropriate to run the time evaluation in
greater detail later in the course.
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How quota is used by the employee

24

B Absences are entered ;.. ey peros 12/01/2008] - [12/15/2008 Week  |43.2008
on the Cross

Personnel Number 88888888  SPRINGFIELD, RICK Cost Ctr 1110000000 DEFAUL.

- A Ieave Shg |S |E71|me Sheet Edit Goto Extras Environment System Help
submitted to the Time  |© 1J8/cee Clk anon B @8
and Attendance Time Sheet: Data Entry View
Processor B BRI/t o |G

l Data Entry Area

entered and
checked against the
employee’s
personnel file to
ensure sufficient
quota time exists

| H 50
- 9
|

Application Time [B[LT[AA. [Wa.. [Position MU [1201 [12002 [12003 [12004 [12005 [12006 [12007 [1208 [12009 [12110 [127
Sheet (CATS) ® H 8 8 8 8 8 0 0 &
b} H 8 8 @8 0 8 06 8 0
B Absences are 5003 [9) H 8 o

Instructor notes:

An employee turns in a leave slip- the time and attendance processor enters the

leave type into CATS

When entering an absence type, HRMS validates that there is sufficient quota for

the absence.

Tip:

Remember the entitlement date is set on the 16th and 1st of the following month,
so for those employees who once they accrue leave they use the leave might not

have enough quota if they try to take leave before it is earned.
Example:

An employee has zero hours of annual leave and will earn 8 hours on June 16. The
employee submits a leave slip for June 14. HRMS will not allow the entry because

the employee has zero hours available.




lielGuwaBies  Bh  Enel  Tde A Edwe

1

Sick Laa

8 2480 80 A0 080
el LeavelVaraion 040 067 1600 080
Persoral Holidey - Shit 10 000 0.8 000

1280
ek
100 Use before 12302008

Sullivan, James 1110 Dept of Personnel Page2 /2

Fasftlon Title Eariiivigs Type HrsfUsit  Fale Amount it
1003 Pay Parfod Salary “amn 0.00 1317.80 831
1305 annual leave for all 2gys 1800 2085 478.20 234547
1310 Sick pay for all agys 2000 2895 599.00 598.00
1315 Pere Holiday pay-all agys 0.00 0.06 0.00 pork
1321 Miss Paid Absence-all 0.00 0.00 .00 3326
Total Earnings 239880 11,520.00

How quota is displayed for the employee ®

B Wage Types and Absence Types are listed on the
Earnings Statement to account for an employee’s time

Side 1 Contains
employee
information and net
pay

Side 2 Contains a
breakdown of
earning types,
allowances,
mandatory
deductions,
voluntary
deductions, and
employer
contributions

% Instructor note:

Only the quota types that are available to the employee will display.

When an employee takes leave it will appear on the earning statement

for the pay period in which the leave activity is for.

Even though the accrual is available on the 16th, because HRMS is a
lag leave system (pays for previous period) it will not show on the 25"
Earning Statement, it will show on the 10" Earning Statement of the

following month

Note:

» Entering leave before the end of the pay period in which the leave was
taken ensures the earning statement will reflect accurate leave data.

* An employees’ leave beginning balance might be different than the
previous ending balance when an absence taken is entered

retroactively.




Where to find Quota accruals

B To access the Absence B o
. Menu Edit Favorites Extras System Help
Quota infotype, follow lg[F=— -Jadcaa
menu path: SAP Easy Access
Human Resources 2> BE B =&l [+l
Personnel Management 5 (3 Favories
> Administration > HR T 1580 menu
M aSter Data % E Sggis;-igpplication Components
Maintain b (3 Accounting
< &0 Human Resources
B You can also access e
1 < Q0 Administrati
the Bgse Rate mfotype e
by using the transaction o
code PA20 (Display HR iz
PA10-P | Fil
Master data) © PATO- FastErry

© PA42 - Fast entry: Actions
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% Instructor notes

To view a current quota balance for an employee there are
multiple ways.

The employees’ earning statement is one way...but remember
because HRMS is a lag system the quota balances may differ.

 Along with the employee’s earning statement you can also
use the Attendance System Change report.

* Question:
How many of you are familiar with this report? We will be
covering the report in a few moments.

» Another way to view an employee’s quota accruals is by
viewing the employees’ Absence Quotas 2006 infotype.

* Question:
How many of you are familiar with this infotype?

» LETS DISCUSS 2006

» Explain the drill down process
» Or using the transaction code PA20 (Display HR Master Data)




Where to find Quota accruals cont’d.

B Enter the employee’s
personnel number

B Select the

B Select All in the Period
selection

B Select | |Absenceastss

B Click'& (Overview) to
display all

Time Recording | tab

4
HR master data Edit Goto Extras Utiities Settings System Help

(V] 1 0HIeee CHE D000 PR O®
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@ Display HR Master Data

28
[EIEIE)

—

> | Personnel no. hBDBD172|

¢

\ Direct selection

Infotype Absence Quotas

STy

Find by | Name™TcRRZZ LTSk
< @ Person PersArea (3024 DSHS Region 4 EEGroup || Permanent
) Collective search P 3 : .
ubarea 00JE EconvSocialSves  EESubgroup |06 M-OT Elig>40hrsiwk  Status  Active
) search Tem
[ Free search
Basic Personal Data | Paynoll | Bmih- QLT Addtl, Personal Data [oE
L—
(I 1) .
Infotype text EN ﬂ Period
Planned Working Time v [2]| OPeiind
bserces O From [ot ot rta00To [12/31/9699
Absence Quotas | OToda O Curweek
| [Atendances w O Current month
| {Attendance Quotas OFrom cur.date OLast week
| fQueta Corecons OTo Curent Date ~ OLast morth
H’Subsntutmns O Current Period OCurent Year
Time Quota Compensation v o [:v_. Choose
Overtine gl
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Where to find Quota accruals cont’d.

=

Infotype Edit Goto Extras System Help
[V} DA HICAe SHE DDLD BE @@
Overview Absence Quotas (2006)
I | I ]:’ Personnel No. 40000172 Name CHAZZ LISA
PersArea |3824| DSHS Region 4 EEGroup 8| Permanent
~ @@ Person . PSubarea |00JE Econ/SocialSvcs ~ EESubgroup (86 M-OT Elig>40hrsiwk ~ Status  Active
gggfggfef;"’m“ @ Choose [01/01/1800[8)To  [12/31/999 STy.
Free search Absence Quotas
‘ IStart Date |End Date [A |0uota text IStart ded |End ded. [Numher |Deduction |
j 10/01/2008 10/31/2008 = 30Sick Leave 10/16/2008 12/31/9999 8.00000 0.00000
@ | |1o/01/2008 10/31/2008  31Annual Leave/vacation 10/16/2008 12/31/9999 14.66667 0.00000
09/01/2008 09/30/2008 = 30Sick Leave 09/16/2008 12/31/9999 §.00000 7.00000
09/01/2008 09/30/2008 = 31Annual Leave/Vacation 09/16/2008 12/31/9999 14.66667 0.00000
| |os/o1/2008 083172008 | 30Sick Leave 08/16/2008 12/31/9999 §.00000 §.00000
‘ 08/01/2008 08/31/2008 = 31Annual Leave/Vacation 08/16/2008 12/31/9999 14.66667 0.00000
[ |o7/01/2008 07/31/2008 | 30Sick Leave 07/16/2008 12/31/9999 §.00000 §.00000
07/01/2008 07/31/2008 | 31Annual Leave/Vacation 07/16/2008 12/31/9999 14.66667 0.00060

B Use Absence Quotas (2006) to view quota accrual once the
Time Evaluation has processed.

Instructor notes:

You can also use the Absence Quota (2006) to display quota
accruals once the time evaluation has been processed.

Note:
Start Date and End date:
Indicates the date for which the employee accrued leave

Start Ded

Indicates when the leave is available to the employee to use. For the
system generated accruals the Start ded date will either be the 15t or
16,




Exercise:
Display Absence Quotas
Page 1
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Review Questions

1. Which infotypes affect Quota Accruals?

Actions (0000) Planned Working Time (0007)
Date Specifications (0041)  Payroll Results (9402)
Org Assignment (0001) Payroll Status (0003)

2. True or False?

Time evaluation is a process only ran by

Department of Personnel?

False. Agencies do have the ability to run the Time Evaluation

to transfer time when adjusting leave balances outside of the
normal payroll process.

30

Instructor notes:

Allow the class time to write out the answers to the review
questions before displaying/discussing the answers.

Answers:

Question 1:

Actions (0000)

Planned Working Time (0007)
Date Specifications (0041)
Payroll Results (9402)

Org Assignment (0001)
Payroll Status (0003)

Question 2:

False. Agencies do have the ability to run the Time Evaluation to
transfer time when adjusting leave balances outside of the normal
payroll process.




Section 2.
Shared Leave

E AN W i

How to donate and return quotas

31
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Overview

B Upon completion of this section this section you will be able
to:

— Verify an employees quota balance

— Create Shared leave donations and returns
— Give a new hire their Personal Holiday

— Convert a Personal Holiday for donation

— Define how to return unused Shared Leave back
to the donor

Shared Leave

% Instructor notes:

This section will take us most of the morning.

We’'re going to walk through the shared leave process from start to finish
which begins with verifying the employee has the leave to donate.

Processing an Intra-agency donation is similar to an Inter-agency donation
and we’ll help you identify where the crucial communication points are. Who
here gets confused with Inter and Intra agency?

We’ll show you how to convert a personal holiday from a day unit to an hourly
unit so it can be donated.

Then we’ll touch on how to return unused leave back to a donor.
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Steps for Donating Shared Leave

Steps for donating Shared Leave:

1. Verify Quota Balance (donor)

2. Establish and verify base rate for Shared Leave
(donor and recipient)

3. Create Shared Leave Eligibility (donor and
recipient)

4. Create Shared Leave Donation (donor)
Verify the donation (donor and recipient)
6. Run a Time Evaluation (ZT60) (recipient)

o

Instructor Notes

% » There are several steps when dealing with shared leave. Steps 2
and 3 have to be completed for both the donor and recipient
before anything will work. Dates are very important here. If you
have troubles it could be that the dates do not align for the two
employees.

Example: Recipient is made eligible on June 19 and the donor is
made eligible on June 16. If an agency tries to donate to the
recipient on any date prior to the 19" it will not process in HRMS.

« The Shared Leave rules may differ between represented and non-
represented employees. Be sure to check your agency’s
bargaining unit agreement if you have one or refer to the WACs.

Instructor notes:

Scenario:

Brittney Hanes (236663) has been approved to receive Shared Leave.
Her co-worker Harmon has graciously offered to donate 25 hours of his
annual leave to her. For this example, both employees are within your
agency.
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Verify the Quota Balance
B The Attendance System Change Report displays
all employees who had attendance activity during the
selected reporting period as well as their ending
balance
B Refer to the user procedure Attendan@ce System
Change report on the OLQR | Menu Edit Favorites Extras System Help
| Er e e
B Access the Attendance System SAP Easy Access
Change Report using the o= A
transaction code ZHR_RPTTMO084. .
v : < 3 SAP menu
W Click _&@](Enter) to validate. > Q3 Offce
b (3 Cross-Application Components
> (3 Logistics
b (3 Accounting
b (3 Human Resources
b (3 Information Systems
b (3 Tools
Shared Leave
Instructor notes:

* The first step in processing a shared leave donation is validating whether
the donor has the adequate quota balance to donate. Use the Attendance

System Change report to verify

* This report can be run by pay period to display an employee’s balances by
quota type.
» To access this report using the transaction code ZHR_RPTTMO084.

Note:

This report can be generated by the:
Time and Attendance Processor
Time and Attendance Inquirer
Time and Attendance Supervisor
Payroll Processor
Payroll Supervisor

Steps of Shared Leave

Donor Recipient

o 1. Verify Quota Balance o1.N/A
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Attendance System Change Report

=
| orogram _ec_coto_system_tiop

| HiBCee 0NE Ehos DD @
Attendance System Change Report

(@)=

H Fields to complete:

— Period
— Personnel area
— Personnel Number

— Quota type
(Optional)
— Deduction Period

1110 ®

W Verifyly  onyEeswinseleedquoas
is checked

© =

16/01/2008 To [10/15/2008[3)

I Al selected EEs |

m Click @ (Execute) to
generate the report

Field Selections

HR Shared Leave

Instructor notes: explain each field

Other Period: Pertains to the employee (selection criteria) For example, if
you wanted to run this report for all active employees for the month of June
and entered the date 6/1-6/30 the report will only show employees in active
stats within the specified time frame

Personnel Area:
Quota Type:

Deduction period

Tip:

Always run this report in half month intervals 1-15 and then16-the end of the month Small intervals in
running this report make it a lot easier to review the leave in’s and outs’ and see what happened.
When running this report, use the Other Period and key in the dates that you entered in the Quota
Section deduction period

A list of the different quota types:

ota Type (1) 500 Entries found

Restrictions |

=
v B33 E] [DE)] ]

ESG” PSG|AQTyp Quota text Start Date |[End Date [T... [Unit |
1 10 30 Sick Leave 01/01/1900 12/31/9999 001 Hours
1 10 31 Annual Leavessacation  01/01/1900 12/31/9999 001 Hours
1 10 34  Jus.Excess Leave 01/01/1900 12/31/9992 001 Hours
1 10 35 Compensatary Time 01/01/1900 12/31/9992 001 Hours
1 10 37 Exchange Time 01/01/1900 12/31/9992 001 Hours
1 10 38 Military Leave 01/01/1900 12/31/9993 001 Hours
1 10 33 Holidzy Credits 01/01/1900 12/31/9993 001 Hours
1 10 40 Excess Wacation Acrual  01/01/1300 12/31/9933 001 Hours
1 10 41 Shared Leave 01/01/1900 12/31/9993 001 Hours
1 10 42 Personal Holiday - Shift  01/01/1900 12/31/3939 010 Days
1 10 43 Settl Leave WSP 01/01/1900 12/31/999% 001 Hours
1 10 44 Recognition Ly (non-rep) 01/01/1900 12/31/9999 001 Hours
1 10 45 PH - Shared Lv. Donation 01/01/1900 12/31/3999 001 Hours
1 10 48 Sick Leave Pool 01/01/1900 12/31/9999 001 Hours
1 10 47 Uniformed Serv Ly Poal 01/01/1900 12/31/3999 001 Hours
1 10 90 Sick Leave Conversion  01/01/1900 12/31/9999 001 Hours




E |
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Attendance System Change Report

= 0@
List Edit Goto Views Settings System Help

|& 2AH ©CEQ DM Bnan @@
Attendance System Change Report

Es]

State of Washington - HRMS
Attendance System Change Report

Report ID: ZHR_RPTTM084

User: KELLYW

Run Date : 10/25/2008

Period : 10/01/2008 thru 10/15/2008

Name Quota Type|Quota Type Text |Leave Accr | Beginning| Earned| Recelv.. | Taken/Re.. | Paid/Repor| Adjustm.. | Donated| Return..| Ending Bal|
30 Sick Leave 09/30/2008 | 255.80000 |0.00000 |0.00000 __0.00000 ___0.00000 | 0.00000 | 0.00000  0.00000 | 255.80000
31 Annual Leave/vacation 09/30/200f[ (= Details po | 18843336
42 Personal Holiday - Shift 09/30/200 po | 1.00000
30 Sick Leave 09/30/200{ | Group description |cen content | bo | 122.50000
31 Annual Leave/Vacation 09/30/200| ame June, Juno (=) po | 2759992
;3 ;Zr:il;;lv:ullday— Shity ggggggg Personnel Sub Area Text Non Represented =] gg .‘,ggsgg
31 Annual Leave/Vacation 09/30/200) Quota Type 31 I bo = 2203014
Position 70005937
Org Unit 30000497
Quota Type Text Annual Leave/Vac
Position Abbreviation 0336
Leave Accrual Date 09/30/2008
i X | [ Job 51000799
Click on & for a detailed view |58 o ol
Of the report Beginning Balance 12.25254
: EE Group []
Job Abbreviation 123F
EE Group Text Permanent
Earned 9.77760
EE Sub Group Text H-OT Elig>40hrs/wk
Personnel Number 906275
SSN 555-11-2233 =
Ending Balance 22.03014 ?}
| Y

“IIR Shared Leave

Instructor notes

* This report was created using the dates of one payroll cycle. We
left the quota type blank so it has displayed all quota types for
this employee. It would also display quota types with a zero
balance. For example, and employee had Over Time and has
used it all. This quota type would be listed here and have a zero
balance.

* This report is very long and scrolls across two screens.

* We've given you a tip on how to display an entire screen at one
time by highlighting a row and then clicking the Detail button.

* This report also uses the ALV layout which gives it functionality
similar to Excel.

» How comfortable are folks using the ALV layout? We’re going to
run this report next and can play around with the functionality.




HRMS Activity

Walkthrough:
Pirin tho Attanrdancro Quctam Channoa PBoannrt
FAMEIT &EINr FYILL VIR TIv N Uy\?‘vlll vl‘“llsﬁ \G’Jv
Page 3
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Establish the
Hourly Base Rate

Shared Leave

38

Steps of Shared Leave

Donor

Recipient

'1. Verify Quota Balance

B ~NA

o 2. Establish and verify base rate for
shared leave

o 2. Establish and verify base rate for
shared leave




Step 2

Varifuv and Ectahlic
L= EF1EFE

y Bacern Bata
W Sl ﬂl} L <3 1 L" I =~ T | =2 ~ &5 4=

s BREE &%

® When an employee decides to donate Shared Leave, the donor
and the receiver both need to have their Recurring
Payments/Deductions {0014) set up with the base rate wage type
1010.

B Check that the Start and End Date in Recurring Payments/
Deductions (0014) covers the Shared Leave donation Start date.

— The Start date needs o be the first day that the recipient is eligible to
receive the donation.

— Use the same logic when entering the Sfarf dafe for the donor.

B The donor and the Shared Leave recipient’s respective agencies
will establish this wage type in an employee’s personnel record.
| H ‘Lﬁ Shared Leave

» If an employee already has this wage type, you will
want to confirm the base rate amount by verifying if
the employee has received any salary increases
since the record was created.

» Ifthere is an increase, you will want to create a new
record and enter their current base rate amount.

* Quota donations occur at one time. Meaning if
the employee donated 50 hours, the entire 50
hours is donated at one time and is calculated at
the current base rate amount.




Step 2

B To access the Base
Rate infotype, follow
menu path:

Master Data =
Maintain

A~ DAD IMianla

Master data)

Human Resources >
Personnel Management
- Administration 2> HR

B You can also access
the Base Rate infotype
by using the transaction
code PA20 (\vispiay HR

Verify and Establish Base Rate

=
| Menu Edit Favorites Extras System Help
|0|PA20 ﬂIngJ AR
SAP Easy Access

DE| =Bl ]-]

[D O Favorites
|~ &3 SAP menu

b (3 Office
b Cross Appllcation Components
b (M1 goictics

‘ b O Accountmg
~ &3 Human Resources

© PPMDT - Manager's Desktop

‘ ~ & Personnel Management
<~ & Administration

~ & HR Master Data
@ PA40 - Personnel Actions
@ PA30 - Maintain

@ PA70 - Fast ry
@ PAA42 - Fast entry: Actions

Shared Leave-Verify Base Rate

40

% Instructor notes

» Explain the drill down process
» Or using the transaction code PA20 (Display HR Master Data)




Step 2 41
Verify and Establish Base Rate

B Enter the employee’s Personnel Number

m Click 9| (Enter) to validate

4
| HR master data Edit Goto Extras Utiiies Settings System Help

N Click the gray box to |e 3 (Hcee CHE BDon 0P 0
) Maintain HR Master Data
the left of Basic Pay wprmasfa]

(0008) to Select & [®[4 [lpersonneino. _ [2222233 I
Find by Name  Haines, Brittney
. ¥ @ Person PersArea 1110 Dept of Personnel EEGroup |0 Permanent
. SeleCt the AII radlo %gs:ﬁi’f;;mmm PSubarea 0001 | Non Represented EESubgroup |81 Monthly(M) OT Exe.. Status Active
H = () Free search
button In the Per|0d Payroll Benefits | Time Recording  Addil. Personal Data [y [»1]
section EICIOC B N — ]
= EELE [ actions (41| | OPeriod
I o (2] [ef@s] :Orgamzatrunal Assignment From To
. Clle m Hit list Personal Data

v
v ™
v OToday O Cum.week
- Name | |agaresses v - ) O Current month
(Ovel'VleW) for an . Eann=d W gl ¥ ||| OFomeurdate  OLastweek
. Eaam Payl Y| ||| OTo Curent Date OLast month
Ove rVIeW of a” [EicopEtE et v O Current Period O Curent Year
*Date Specifications v o] E
N IFamily/Related Person v [5
actions i
Direct selection
Infotype STy
HR Shared Leave-Verify Base Rate

%’ Instructor notes:

» To find an employees base rate:
» Fields to complete:
» Personnel number
» Click the gray box to the left of Basic Pay to select
» Select the All radio button in the Period section

» Click the overview button to view a list of all actions created for
the employee.



Step 2
Verify and Establish Base Rate

Infotype Edit Goto Extras System Help

2 A H @  SHE aNOon  BR @m

Q

Overview Basic Pay (0008)

W Select the current record from the list

— The current record will have an End Date of
12/31/9999

B Click & (Choose) to select the record

Hn Shared Leave-Verify Base Rate

[fl Payments and deductions I
A
E Personnel No. 222222333 Name HAINES, BRITTNEY
PersArea 1110 Dept of Personnel EEGroup 0 Permanent
~ '| PSubarea (0001 | Non Represented EESubgroup |81 | Monthly(M) OT Exe.. Status Active
B3 Choose  [p1/01/1800[=)to 12/31/9999 STy.
STy ISta_n Date |End Date ITy.IF’... IF'S group ILV IAmount ICurr... ]Annual salary ICurr...
1 0 02/16/2008 12/31/9999 o 01 58 H 2,444 00 USD 58,656.00 USD
(u} 07/01/2007 02/15/2008 00 01 58 F 2,281.00 USD 54,744 .00 USD
(u} 02/16/2007 06/30/2007 00 01 54 F 2,001.50 USD 48,036.00 USD

42




Step 2

Verify and Establish Base Rate

43

E |

W Select | Salary amount s £ G e e S 1
i g 1 AH AR SHE Do BR @8
B Write down the Display Basic Pay (0003}
Salary/ hou rly \M”‘W [= Salary ;;er Period (in USD)
—|‘Annual salary! 39,526.00
amount T T
< @0 Person ry/monthly 3,283.83 tive
[ Collective search
Bseacntem | SEMi-Monthly salary 1,646.92  f568
| In the pOp-Up [ Free search Salary/every 14 days 1,520.23
i . Wage/weekly 760.12
WI:ndOW’ click . ____fsalarymourty 18.93
7| (continue) [
o EE| Semi-monthly
1 Hit s 4 2008
to continue 25 GIE3 e
1 ¢ o, [Wage Type Long Tex [0 Jamoun [Cur J1-JA [umbertorit [t |
. C“Ck — (baCK) wém ‘B‘iﬂsegale;Huu;y\lﬂage el 18.93 LCJSD ]II bk hn/un; b [
to return to the
previous screen
e I 0D}
1v [1072672008 [8)12/31/9983 (4] o] 18.83 JUSD
H H ;:{3 Shared Leave-Verify Base Rate
Instructor notes:

« Ifthe employee is an hourly employee, their hourly rate will display in next to wage
type 1001- Base Rate/Hourly Wage.

+ Ifthe employee is salaried you will need to:
» Select the Salary Amount button in the Application toolbar

+ The employee’s base rate is their Salary/Hourly amount. The salary/hourly amount is
what will be entered on the Recurring Deductions (0014) infotype as HRMS uses the
hourly rate to calculate the quota donation.

Note:
You will need to repeat this step for each employee.

Tip:

Use the Maintain Text feature to keep detailed notes regarding any changes
to either the donor or recipients payroll master data. To create a message
the Shared Leave Donation/Return inftoype, go to the menu bar/ select
edit/ select maintain text-enter information into the text field. Be sure to
save your entries.

Infoytpes that allow for Maintain Text related to this course include:
0008- Basic Pay

0014- Recurring Payments/Deductions

0613- Shared Leave Donation/Return

0696-Shared Leave Eligibility (WA)
2006- Absence Qutoas

2013- Quota Corrections



Step 2 *
y

Veri

W Swn L}

nd Establis

B Now that we have the employee’s current base rate, the next step
is to validate or create the action on Recurring
Payments/Deduction (0014).

Step 2

Verify and Establish Base Rate
When an employee decides to donate Shared Leave, the donor
and the receiver both need to have their Recurring
Fayments/Deductions (0074) set up with the base rate wage type
1010,

W Check that the Start and End Date in Recurring Feyments/

Deductions {0014} covers the Shared Leave donation Start date.

— The Sfart dafe needs to be the first day that the recipient is eligible to

raceive the donation.
— Use the same logic when antering the Stasrf dafe for the donor.

B The donor and the Shared Leave recipient's respective agencies
will establish this wage type in an employee’s personnel record.

Shared Leave-Establish Base Rate

% Instructor notes

» @Going back to our overview slide for Step 2 the next
step is to either create or update the employee’s
base rate.

»  We’'ll do that by going to the Recurring
Payments/Deduction (0014) infotype and verify if
the Base Rate for Shared Leave 1010 wage type
is there.

» Again — this step is complete for both the donor and
recipient.
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Step 2
Verify and Establish Base Rate
=4
. Enter /N PA30 in the I;Rmas(evda(a Edit vaj ?I@p‘;sj lg\g éel\m@gsﬁ]ﬁgem@ﬂépﬁ@ E @
command field [®z] Maintain HR Master Data
. /e s]
. CIICk EEnter to [’ Personnel no. 222223
validate Findby Name |HAINES, BRITTNEY
< @ Person | persarea [1118 Dept of Personnel EEGroup 0| Permanent
. Verlfy the Personnel gg!:; PSubarea |0001| Non Represented  EESubgroup 01 Monthly(M) OT Exe.. Status Active
Number - Basic Personal Dma Benefits Time Recording  Addtl Personal Data |}, I
] S I t th Payroll t b m_ oo [ nfotype text €] 1 [Period/
e eC e 3Y|'0 a . L] VE OPeriod
. BEIE From (01/01/1800|To  12/31/9999
B Click the gray box to the | st o Ot Otumvesk
0st Distribution urrent montl
left of | Reuringpamentsedistons [JsenDetais J w,,m mem '
to Sel eCt E"ﬂl gﬁ;rrlla\s;fr!ansfers ’ OTo Curtent Date OLast month
A LS O Current Period O Current Year
X i | |Residence Taxarea vial E S
W Select All radio button in [porrsees B —
the Period selection e .
B Click & (Overview) to ‘
display all
HR Shared Leave-Establish Base Rate

% Instructor Notes:

A shortcut to maintain or create data is using a /N in front of the transaction
code. You can also go to HR Master data on the menu bar and select
Maintain.

Note:

Before creating the recurring payment/deduction you will want to check if the
wage type 1010 (Base Rate for Shared Leave) already exists. If the wage
type already exists, you will need to verify the rate and dates.
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Step 2
Verify and Establish Base Rate cont’d.

(I=4
Infotype Edit Goto Extras System Help
V] DA E e CHE DL FEI@mE
Overview Recurring Payments/Deductions (0014)
=
| & » | personnel No 1234568 Name WOOD, LISA
Find by PersArea EEGroup |0 Permanent
% Q}rson PSubarea EESubgroup |01 Monthly(M) OT Exe.. Status Active
al Collec
31 5
) searc @3 Choose 01 /I31/‘IBE]EIt0 12/31/9989 STy
Free: :
I_IWage type ]Wage Type Long Text ]From ITo IO ]Amoum ]Crcy Hﬂ‘
— e L1010 Base Rate for shared |.04/01/2007 12/31/3999 5351 UsD | (=]

B If a wage type 1010 (Base rate for shared leave) already exists,
verify the rate is still correct as HRMS does not automatically
update wage type 1010 once an employee receives a pay _increase
or decrease.

B You will also need to verify that the dates cover the donation period.

% Instructor notes:

Read slide and have class fill in the blanks on this screen shot.
If there is no wage type 1010 (Base Rate for Shared Leave) you will need to create
a new record.

Note:
If changes need to be made, select Copy and enter the correct dates and current
base rate amount.
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Verify and Establish Base Rate cont’d.
| If thel’e iS no |7lnfotype Edit Goto Extras System Help
Wage type [V} W0 Qe CHE DDoD om
1010 Click 0O List Recurring Payments/Deductions (0014)
(Create) to
create a new | & | persomnelNo. 222003 Name |HAINES, BRITTNEY
record Find by PersArea 1110 Dept of Personnel EEGroup 0 Permanent
© @ Person | psynarea (0681 Non Represented  EESubgroup 01/ Monthiy(M) OT Exe.. Status  Active
%22!?; B cnoose  pUoi/eR@ 1m0 STy
[ Free
age type |[Wage Type Long Text  [From [To b [amount [y [iE
2661 Charly 1211612007 04/15/2008 A 1250 UsD | [
= :

Shared Leave-Establish Base Rate
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Step 2
- -
’
Verify and Establish Base Rate cont’d.
1 wlnfu(ype Edit Goto Extras System Help
B Fields to @ 2 aB e ICHE Bhos BRI @
Complete: Create Recurring Payments/Deductions (0014)
e
— Start :D-IE Personnel No 22222223 Name HAINES, BRITTNEY
PersArea [1110] Dept of Personnel EEGroup 0| Permanent
_— ~ @@ Person | psubarea |0001] Non Represented  EESubgroup |81 Monthly(M) OT Exe.. Status Active
Wage Type Cfifj Start 12/01/2008[@)t0_|12/31/9988]
— (K Free <
Amount = Recurring Payments/Deductions
== | Wage Type 1010|  Base Rate for shared leav |
H (V] o] Amount 37.45 [usp |
u CIICk —] (Enter) &|F[ 2| [Nomberunit
to validate o T
2@z

. C“Ck (Save) tO :‘“ISI | Payment dates
. ame Payment model
save and continue =

%, : ) Shared Leave-Establish Base Rate
structor notes:

» Fields to complete:

Start Date: Date on which the record begins

End Date: Okay to keep the default of 12/31/9999
» Wage Type: 1010 (Base rate for shared leave)

« Amount: Employee’s hourly rate that you wrote down from the employee’s basic pay
(0008)

** You do not need to include the employee’s benefits calculation with the employee’s base
rate as HRMS converts only hours. The benefits amount is used in the JV process that
payroll offices complete outside of the system.

As HRMS is not used to transfer money between agencies/programs, it is an agency
decision whether to include the 41% (Employer share of benefits) to an employee’s base
rate or not. If you are creating a same agency donation, it is important to be consistent
with including the 41% to the donor and recipient base rate or without.

For questions refer to:

SAAM 25.40.10 http://www.ofm.wa.gov/policy/25.40.htm#25.40.10

RCW 41.04.650 through 670 http://apps.leg.wa.gov/RCW/default.aspx?cite=41.04

RCW 49.28.010 http://apps.leg.wa.gov/RCW/default.aspx?cite=49.28.010

WAC 357-31-380 through 455 http://apps.leg.wa.gov/WAC/default.aspx?cite=357-31 (non represented)

Bargaining agreements http://www.ofm.wa.gov/labor/agreements/07-09/default.asp (represented)

Note:

The start date is the date on which the employee is eligible to participate in shared leave.

Once you click save you are automatically taken back to the List Recurring Payments/Deductions, use the back button to be taken back
to the Maintain HR Master Data

To view the wage type that you just created, you can select Recurring Payments/Deductions and select the overview icon to display.
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HRMS Activity

Walkthrough:
View hourly base rate and create
recurring payment
Page 6
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Step 3
Create Shared Leave Eligibility Overview
B Use Absence Pools (0696) to establish eligibility for the
donor and recipient.

W Verify the Begin and End Dates for Absence Pools (0696)
are covering the Shared Leave donation period.

B For an employee to donate or receive leave, they must be
eligible.

Shared Leave

Instructor note:
% Now we are at Step 3. Up to this point we have told HRMS each
employee’s rate of pay so the quota calculation can be completed.

Next we are going to make both employee’s eligible to participate in
the shared leave process in HRMS.

» Ensure the dates cover the right timeframe otherwise HRMS
will not be able to complete the Shared Leave donation.

» As with any transaction in HRMS, dating is very important
and should be verified, and changed if necessary, on each
infotype.

Note:
If you are creating a cross agency Shared Leave Donation, it is
this step that communication between agencies is key. Both the
donor and the recipient must have their eligibility created in order
to participate in Shared Leave.
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Step 3
Create Shared Leave Eligibility
B Enter PA30 in the Command field.
(4
. / Time Recording HR master data  Edit Goto Extras Utilities Settings System Help
SeIeCt the htab g 2aHCee CHE BDhof C)L]
@] Maintain HR Master Data
B Verify the Personnel
Number Find by | N:r::m naAmss, BRITTNEY
. j ¥ @ Person | persarea [1110| Dept of Personnel EEGroup 8| Permanent
. CIle Q (Enter) to ggs!f; PSubarea (0001 NoSRepresenteu EESubgroup |01 Mnn(h\y(pM)OT Exe. Status Active
N ) Free s
validate Basic Personal Data_, Payioll Baneﬁts,@ Adé Personal Data D
[ a0 S—
— Infotype text [7] [ Perio
B Enter the From date EC e '%I@— |
. BERE N From [12/61/2008|To  [12/31/9999
[ | CIle the gray bOX to EE| | _|Time Transfer Specifications OToday O Cumwoek
Ti E its urrent mont
the Ieft Of Absence _nge;igllementcampensatmn gl::‘omw,,da(e 8Eas1w(eek "
LE |_workers' Comp. A OToCurertDate  OLast morth
POOIS (0696) to Select Narme) : - O Curtent Period OCurrent Year
E = Choose
. CIICk D (Create) to Direct selection
Create a neW record Vlnfutype Absence Pools STy
Note:
To find the Absence Pools scroll down towards the bottom of the Time
Hn Recording Tab Shar ed Leave

%’ Instructor notes:
» Let the group know that they will have to scroll to the
bottom of the infotype list when they select the Time
Recording tab to find the Absence Pools (0696) infotype.

» Entering the start date here will automatically pull the date
into the created record.



Step 3 %
Create Shared Leave Eligibility cont’d.
B |n the pop-up window | & Subtypes for infotype "Absence Poals” (1) 2 Entries found
select |1 toepo
=

Note: A R E

The Foreign Pool is to be STyp[Name |

selected only if creating the  |F  Foreign Pool

eligibility for the Uniformed

Services Pool, or Sick

Leave Pool. These will be

covered later in the class.

Hn Shared Leave

Instructor notes:

When clicking the Create button the “Shared Leave” selection box
will pop up.

 Select HOME POOL
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Step 3
Create Shared Leave Eligibility cont’d.
. 4
B Fields to nfotype Edit Goto Extras System Help
complete: 1 ifBjeee CHE D000 BR @@
— Absence Pool  Create Absence Pools (0696)
ID EBR
:D-@T Persomnel No | 2222223 Name HAINES, BRITTNEY
H Click & (Enter) to [[Findty EEgroup |0 Permanent Personnelar 1110 Dept of Personnel
validate v @Person | e subgroup |01 Monthiy(M) OT Ex. SN 555.41.2233 Status ~ Active
B coler o 12/00/2008] bis  [12/31/9999
K] Searc!
. (K Free
LJ -
W Click (Save) to Absence Pools
save — [P D 1014 Shared Leave - Common Paol 3
7 =2 Shared Leave
Instructor note:

» Ensure the Start and End date cover the entire timeframe of the

donation.

» If you forgot to key the dates in the previous screen you can enter

them here.

» Select Shared Leave —

» Click enter/save

Common Pool

* You have successfully made the employee eligible.

Note:

This step must be completed for the donor and the recipient.

Steps of Shared Leave

Donor

Recipient

1. Verify Quota Balance

|.1.N/A

2. Establish and verify base rate for
shared leave

Il 2. Establish and verify base rate for
shared leave

3.Create shared leave eligibility

|. 3. Create shared leave eligibility

o 4. Create shared leave donation

o4. N/A

o 5. Verify the donation (416)

o 5. Verify the donation (2013)

o 6. N/A

o 6. Run the Time Evaluation (ZT60)
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Steps of Shared Leave

Donor Recipient
ﬁt Verify Quota Balance ﬁ 1. N/A
i 2. Establish and verify base rate for i 2. Establish and verify base rate for
shared leave shared leave
i 3.Create shared leave eligibility ®a 3. Create shared leave eligibility
o 4. Create shared leave donation o4. N/A
o 5. Verify the donation (416) o 5. Verify the donation (2013)
o 6. N/A o 6. Run the Time Evaluation (ZT60)
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Step 4
Create Shared Leave Donation Overview

H \When leave is donated:

» Within your agency — Complete steps 1-3 for both
the donor and the recipient.

»Qutside your agency — Ensure that either the donor
or recipient (whichever is in your agency) has steps
1-3 completed. Communicate with the other agency
to ensure both sides (donor and recipient agency)
have completed appropriate steps.

Shared Leave

Instructor note:
» Let’s recap what has happened so far for both the donor and recipient.

» We have verified the employee’s base rate.

» We have either created or updated the employee’s Base Rate for Shared
Leave wage type 1010 on Recurring Payments/Deductions (0014).

* Question?- On which infotype did we find the employee’s base rate?
Answer- Basic Pay (0008)
» We have verified or created the employee’s eligibility for Shared Leave.

» The next step is to create the donation from the donor to the recipient. Now if
both employees are in your agency you will most likely complete all of the
steps we just covered yourself for both parties. If the donor and recipient
reside in different agencies, this is when the communication needs to begin.
You'll need to pick up the phone or send an email and verify that the previous
three steps have been completed for both people.

Note:

If the donor receives shared leave from multiple donors, agencies are responsible
for tracking the amount of hours that were used by the donor from each recipient as
HRMS does not differentiate the hours. Refer to the Office of Financial Management

Shared Leave Document



Step 4

B Select the
B Enter the Personnel
Number of the DONOR

m Click @ |(Enter) to
validate

B Enter the from date

m Click the gray box to the
left of Absence Donation Administration US

B Click O(Create) to create
a new record

B |n the pop-up window
select 'Donation

56

Create Shared Leave Donation
B Enter PA30 in the Command field

E
” Time Recording htabl HR master dataEdit Goto Extras Utiities SettingsSystem _Help
[

2 AHICeR ERHRE DORA @@

Maintain HR Master Data

() searcl

1€ 10 55555555

POWERS, ALEX

Name
PersArea 1111 Information Services Division
PSubarea 0002 WMS

EEGroup |0| Permanent
EESubgroup 01 Monthiy(M) OT Exe.  Status _ Active

Basic Personal Data , Payroll Blneﬁts‘mwm Addtl. Personal Data T

Infotype text [E | [ [Period
: Employee Remuneration Info [2]| [ @Period
Availability o From |12/17/2008 12/31/9999
!
Time Transfer Specifications OToday O Cur.week
1,
_Tlme Events OAll O Current month
}_Leave i © OFrom curr.date O Last week
| [Workers' Comp. NA OTo Current Date OlLast month
| _{Ansence Pools 4 O Curent Period OCurent Year
Absence Donation W = [® Choose |
o)
Direct selection
Infotype Absence Donation Administrati... STy
Shared Leave

% Instructor notes:

» Step 4 is giving the donation, so we are entering the Personnel
number for the employee who is donating the quota.




%n

Check the AMOUNT RELATED box when creating a donation. If this box is not checked, the BASE
RATE for each employee WILL NOT be considered into the hours calculation, which can cause
the incorrect amount of hours to be given.

When selecting the type of quota the Donor is giving you MUST be specific. If they are giving EVA, select it from the

structor not

Step 4

Create Shared Leave Donation

B Fields to complete:

— Abs. quota type
— Number/Unit

— Personnel No. of the
Recipient

! \Check ‘Amount related’
— Check “Employee”
— Target Abs. Quota

[ | CIickE ( Enter) to
validate

H Click (Save) to save

[E4
Infotype Edt Goto Extras System Help

(] 0B Cee EHE DD BE @B
Create Absence Donation Administration US(0613)
3l
EEE
D:[—ET Personnel No | 55556555 Name POWERS, ALEX
Find by || EE group 6] Permanent Personnelar 1111 Information Services Division
—_—
@ Person
%M o :Z ;ubgmup ;s; /:A:;;l;z;% OTEx_ SN 123445678 , ?ono?
Searcl information
Frees
Absence Donation Administration US
Abs quota type 30 Sick Leave ( 358 40000 H.. &
m__op|| [T ;
| Number/Unit 75.00 Hours.
(ol (]
[élm OHome Pool
B Home Pool ID Recipient's

OForeign Pool Information

[QI&] Foreign Pool ID A y
Hit list

©Employee [v]Amount Related
Name

Personnel no 22222223 | HAINES, BRITTNEY

Target Abs. quota 41 Shared Leave ]
OExtemal Recipient

Ext. Person

Absence Quota Type

Shared Leave

O

» Absence quota type- select the quota type the donor is giving

» Personnel No. of the Recipient — if the recipient is in another agency you may want to ask the agency for the

personnel number when communicating with them.

» Once you click save HRMS automatically reduces the Donor’s quota balance on the Absence Donation

Administration (0613)- use the display button to view the employees new balance.:

Fill in the blanks(BOLD WORDS ARE WHAT CLASS IS TO FILL IN)

drop down list. HRMS will not automatically take from EVA if Annual Leave is selected.
Tip:
Refer to WAC 357-31 for definition of what type of leave that can be donated as Shared Leave.
Vacation leave- The balance must not fall below eighty (80) hours after the donation

Sick leave — The balance must fall below one hundred seventy-six hours (176) after the donation
Personal Holiday- All or part of an employee’s personal holiday can be donated

Steps of Shared Leave

Donor Recipient
1. Verify Quota Balance 1. N/A
2. Establish and verify base rate for 2. Establish and verify base rate for
shared leave ared leave

3.Create shared leave eligibility

3. Create shared leave eligibility

4. Create shared leave donation 4. N/A

o 5. Verify the donation (416)

o 5. Verify the donation (2013)

o6. N/A

o 6. Run the Time Evaluation (ZT60)
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Steps of Shared Leave

Donor

Recipient

.1 . Verify Quota Balance

o 1. NA

- 2. Establish and verify base rate for
shared leave

- 2. Establish and verify base rate for
shared leave

.S.Create shared leave eligibility

. 3. Create shared leave eligibility

'I. Create shared leave donation

 ELL

o 5. Verify the donation (416)

o 5. Verify the donation (2013)

o 6. N/A

o 6. Run the Time Evaluation (ZT60)




59

Step 5
Verify the Donation Overview

» Donor

» HRMS automatically creates a quota record on
Time Quota Compensation (0416) to reduce the
balance.

» Recipient

» HRMS automatically creates a quota record on
Quota Correction (2013) to create/increase the
shared leave quota balance.

Shared Leave

Instructor note:

When you click save on the Shared Leave Eligibility infotype there are
dynamic actions that are created automatically by HRMS for both the
donor and the recipient.

HRMS automatically creates a quota record on the Time Quota
Compensation (416) for the donor to reduce their quota balance; and
creates a Quota Correction (2013) for the recipient to create/increase
their Shared Leave balance.

We'll be talking about how to redo or delete these entries if an error is
made.




Step 5

Verify the Donation (Donor)

B Enter the transaction |=
code PA20 in the @

R
]

HR master data_ Edit Goto Extras Utilties Settings  System Help

1 dHICee CHE DDL0 BE @@

60

Display HR Master Data

command field EBE
I 8 » | personnel no

. ClICk E (Enter) to Find by Name POWERS, ALEX

¥ @@ Person | persArea [1111] Information Services Division

5555555

EEGroup 0| Permanent

Valldate gg:gﬁ; PSubarea |0002| WMS EESubgroup 81 Monthly(M) OT Exe.. Status Active
{Hi Free <
[ Ent er th e D on Or, s Basic Personal Data | Payroll Bsneﬁta@ Addtl. Personal Data g COTE
EHZI‘ Infotype text [E.][ "] [Period
———— infotype tex . erio
personnel number E [ Prannea workeg Tine v | 5| [ Operos
Absences Ol From [01/01/1800]To  [12/31/999
. ‘Absence Quotas OToday O Curr.week
SeIeCt trle gray box to |Attendances @Al O Current month
the Ieft “ ‘Tlmeoumcnmpensaﬂun S OFrom curr.date O Last week
o QuotalCorrections OTo Current Date OLast month
L O Cureent Period O Current Year
of to select f T g | ot Of
Overtime =

B Click & (Display)

Direct selection
Infotype Time Quota Compensation STy

Shared Leave




Step 5 !
Verify the Donation (Donor) cont’d.

=

Infotype Edit Goto Extras System Help

HR Shared Leave

< 2l A H e  SHE DL  BE @@
Display Time Quota Compensation (0416)
IS [ =1 > | PersonneiNo.! 987654321 Name ECRETSHSToId
Find by | PersArea 1111 Information Services Division EEGroup 0| Permanent
~ @@ Person PSubarea 0002 WMS EESubgroup (81 Monthly(M) OT Exe Status  Active
gg;fg;‘vfefia”:h heip | koran 10/17/2008 Chg. |05/23/2007 00568
Free search
Comp. method 1000 | Free compensation
&
=l[&l=[®=
Hit list Time quota type 31| Annual Leave/Vacation
Name Compensation rule 000
No. to compensate 8.00000
Absence guotas
ATy IQuota text IEI’\tI“v IUrul IComp, IRem. I
31Annual Leave/vacation 254 66667 Hours 8. 00000 20.73343 I
Use the € (Back) to return to Maintain HR Master Data

% Instructor notes:

Here we are verifying the quota compensation record was creating
correctly for the donating employee.

You will notice the Do not account box is checked which tells us the

employee was not compensated (paid) for the leave that was
deducted.

This record validates that 8.0 hours were deducted from the
employees Annual Leave/Vacation quota balance.

Note:

When verifying the Time Quota Compensation that was created, verify
that the start date is correct, correct quota type the donor wanted to
donate was selected and the correct hours were entered. If you identify
errors, do not make changes on this infotype. By making changes on

this

infotype you will break the dynamic action. See the Shared Leave-

Troubleshooting section of this manual for steps to correct errors.

You

can also access the Attendance System Change Report

(ZHR_RPTTMO084) to verify the donation was successful.



Step 5

62

Verify the Donation (Recipient)

H Fields to
complete

— Personnel
Number-
Recipient

— Select Time
Recording Tab

— Enter Period

— Select Quota
Corrections

B Click ®/(Display) t

display all

=4

<

HR master data Edit Goto Extras Utilities Settings System Help

1 AH @@ CHE Dhon  BR B

Display HR Master Data

o P

= ]&

< @0 Person
() collec
() searcl
() Free <

(-]

(=] [k

FHEECE
m&l m
B

Personnel no 22222223 €]

Name HAINES, BRITTNEY

PersArea |1111|Information Services Division EEGroup || Permanent

PSubarea 0001 | Non Represented EESubgroup 06 M-OT Elig>40hrsiwk  Status  Active

Basic Personal Data |, Payroll Benaﬁls Addil. Personal Data —yy [ 21’8

Infotype text EJl] jod
Planned Waorking Time ¢ [2]|] ®Period
[ |absences = From To
| lansence quotas OToday O Currweek
| |Attendances OAll O Current month
Attendance Quotas OFrom curr.date O Last week
Quota Carrections OTo Current Date O Last month
| [Substitutions O Current Period O Current Year
| _|Time Quota Compensation v &l = Choose
Overtime &
Direct selection
Infotype: Quota Corrections STy
Shared Leave




Step 5
Verify the Donation (Recipient) cont’d.

=
Infotype Edit Goto Extras System Help

& 3l A H A 8 HGE
Display Quota Corrections (2013)

ED D[m Personal work schedule] [ tivity a at ” ta ” ternal service

[HnDO0 BRI @

| B2

Personnel No | 22222223 Name HAINES, BR Status Active
EE group 08| Permanent Personnel ar 1111 Information Services Division
~ ' WS rule FULL 5-8s. M-F.. SSN 123456789

12/17/2008 Chg. |[12/23/2008 KELLYW

Start

41[3) Shared Leave)

Absence quota type

Change accrual entitlement
Quota number

158. 00000 | Hours

: Change transfer time

Transfer Y Only transfer quota correction immedia.. =)

[elo [ [«lale [al 8] 0

Shared Leave

Instructor notes:
» Then look at the Quota number 158 hours. HRMS has
calculated that the 75.0 hours that Harmon donated to Brittney
equals 83.92 hours at her rate of pay.

 HRMS calculates shared leave donations based on each
employees’base rate

E |

Note:

If you identify errors, do not make changes on this infotype. By making changes
on this infotype you will break the dynamic action. See the Shared Leave-
Troubleshooting section of this manual for steps to correct errors.

Steps of Shared Leave

Donor Recipient

|. 1. N/A

i 1. Verify Quota Balance

2. Establish and verify base rate for
ared leave

2. Establish and verify base rate for
ared leave

3.Create shared leave eligibility

I. 3. Create shared leave eligibility

4. Create shared leave donation

|. 4. N/A

5. Verify the donation (416)

|. 5. Verify the donation (2013)

o 6. N/A

o 6. Run the Time Evaluation (ZT60)
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Transfer the donation

Steps of Shared Leave

Donor Recipient
— . -
== 1. Verify Quota Balance =l N/A
ﬁ?. Establish and verify base rate for wa=?. Establish and verify base rate for
shared leave shared leave
immm 3.Create shared leave eligibility =3. Create shared leave eligibility
4, Create shared leave donation 4. N/A

5. Verify the donation (416)

.y - :
W5 Verify the donation (2013)

o 6.NA

o 6. Run the Time Evaluation (ZT60)




Step 6
Transfer the Donation Overview

B Completing the transfer will update the quota

balances for the recipient, making them available
immediately.

— This also reduces the donor’s quota balances as
well.

MW Helpful in expediting the donation process.

Shared Leave

65

Instructor note:
% » After you have created the donation- you will need to run the
Time Evaluation to update the recipients shared leave quota
balance so it is available for the recipient to use.

* Run The Time Evaluation when there are Quota Corrections.



Step 6

B Enter the transaction
code ZT60 in the
command field on the
Easy Access Screen

m Click E (Enter) to
validate

B Fields to complete
— Personnel number
— Evaluation up to

B Click @ (Execute) to
generate report

Transfer the Donation

=8
| Program Edit Goto System Help

@ 140/00Q BHEB ODaD Qm
HR TIME: Time Evaluation
Recipients
personnel number
Further selections ” L Search he r
Selection
|__Persannel Number 3
Personnel area
Personnel subarea
Payroll area

Parameters for time evaluation

Forced recalculation as of

Evaluation up to 12/31/2008 Keep default
: date
[Program options

66

[ Display log
[ Test run (no update)

[ Stop at function/operation BREAK
[ Stop at fixed positions in time evaluation

Shared Leave

% Instructor notes:

* If both the donor and recipient are in your agency, you would
complete this process for each employee.

» The Evaluation up to date will default to the end of the month.

No need to change the default date.




Step 6 o
Transfer the Donation cont’d.
. Verlfy the tlme |[§Log Edit Goto View Seftings System Help

transfer was |g Y 0H 000 DHR 0000 0RO

successful Display Log Tree
)21 |2 Row [ &3 sunee |1 ol [ ]

. . . Time Evaluation
W Click[@| (Exityand T ™™
return to the SAP Successful personnel numbers
Easy Access screen

Personnel numbers with errors

Personnel numbers ended early
Personnel Numbers Rejected
Messages

—0 Statistics

Selected personnel numbers 1
Successful runs for 1
including with errors U
—Processing not completed for 0
0
0

Rejected
Total number of messages and error messages

Hn Shared Leave

Instructor notes:

Once we have verified the successful run, will want to view the employee’s absence
quota



Step 6B. Verify the Donation

B Enter the transaction
code /NPA20 in the
command field

B Enter the Recipients
personnel number

B Select the”

B Select All in the Period
selection

B Select |7 mseneaust:

B Enter 41- Shared Leave
into STY

B Click 2 (Overview) to
display all

Time Recording | tab

HR master data  Edit Goto Extras Utilties Settings System Help

@ 1 dECee EHE 000 BR QB

68

@ Display HR Master Data

ﬂ Y| Personnelno. | 222223
Find by || Name  HAINES, BRITTNEY
@ Person | persarea [1111] Information Services Division EEGroup 0| Permanent
gsg:; PSubarea (0001  Non Represented  EESubgroup (08 M-OT Elig>40nrsiwk  Status ~ Active
[ Frees
BasicPersomle" Payroll Bmﬁts_ COSTANIN, Addtl. Personal Data QDE)
> Infotype text E|[ ] [Periog,/
o " |pianned Woridng Time v [ ©peiod
| |ansences O o To
R | Absence Quotas | OToday O Curweek
_ | [Atiendances OAll OCurrent month
m | |Attendance Quotas OFrom cur,date OLast week
L _Ouma Corrections OTo Current Date OLast month
e | _|Substutions O Curent Period OCurent Year
|_|Time Quota Compensation v O
Overtime [
Direct selection
Ifotype Absence Quotas STy 41|




Step 6B. Verify the Donation con’t.d

4
Infotype Edit Goto Extras System Help
1@ 108 @60 CHE anoa DA @B
Overview Absence Quotas (2006)
| & » | Personnel No. 202223 Name HAINES, BRITTNEY
Find by PersArea 1111/ Information Services Division EEGroup 0| Permanent
Y %Efﬁﬂn PSubarea 0001 | Non Represented  EESubgroup |06| M-OT Elig>40hrstwk  Status  Active
Collec
B seard @ Choose 11208 {10 172008 sTy. [41
(K] Free <|| Absence Quotas
Start Date [End Date IA |0uota text IStan ded |End ded. |Number [Deduction
1247/2008 12/ 418hared Leave 12472008 12/31/9999  111.77000  76.93000
| - 12/17/2008
—1 sl
m Start Date and End Date=The day of the donation
B Absence Quota and Quota Text= Type of quota donated
B Start ded and End ded: Time frame of the donation
B Number= Amount of hours received by the recipient

69




Shared Leave - Troubleshooting

B Start over!

— If an error was found when verifying the quota records, use the
trashcan on the Shared Leave Donation (613) just created.

— This will automatically remove the Time Quota Compensation
80416) and Quota Correction (2013) that was created for the
onation.

— Then follow the steps for creating the donation and run the
Time Evaluation process to create the new record.

B If a change was made to an existing Shared Leave Donation
(0613) using the pencil, in some cases the Time Quota
Compensation (416) record for the donor disappears and breaks

the dynamic action.
esokt ) L

Shared Leave

% Instructor notes:

If you run into errors while verifying the Shared Leave for either the
donor or the recipient you will want to delete (trashcan) the shared
leave donation that was created. This will automatically remove the
Time Quota Compensation (416) that was created for the donor and
the Quota Correction (2013) that was created for the recipient.

Do not use the pencil (change) icon to correct any of the three
infotypes, this will cause there to be a break in the dynamic action,
meaning the record is no longer connected

Note:

If errors are found, Do not use the pencil (change) button to make
changes on a Shared Leave Donation (613), Time Quota
Compensation (416) or the Quota Correction (2013). By using the
change button you will break the dynamic action between the
infotypes.
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Summary of Donating Shared Leave

B \We have walked through the steps required for both the
recipient and donor of shared leave.

B Identified when to communicate if the employees are in
different agencies.

B Explained the dynamic action that occurs when the records are
created and identified some troubleshooting tips when an error
OCCurs.

HRMS does not track the number of hours
donated from each donor. This is a manual

— process by the agency.

Shared Leave

Instructor notes:

» The key steps to remember are that both employees must have their
base rate and eligibility established before a donation can occur.

* If the employees are in two different agencies then the agencies
need to communicate with each other to confirm the required steps
are completed before the donation is created.

* Also, for those agencies who patrticipate in the Sick Leave Pool as
well as Uniformed Services sick leave pool information on how to
create an employee’s eligibility and the donation can be found in the
Additional information section at the back of this training guide.



Review Questions

1. True or False:
When an employee has a pay increase, HRMS automatically updates the
employees base rate on Recurring Payments/Deductions (0014)?

False. Agencies will need to update this infotype.

2. lIs it required to create a Shared Leave Donation for both the donor and the
recipient?
No. You only need to create the donation for the donor

3. True or False:
If an error is found on the Shared Leave Donation{ 0613) , you should use
the Change (pencil) to make the correction?

False! By using the change button you break the dynamic action
between the Shared Leave Donation (0613) and the Time Quota
Compensation(0416) If an error exists_simply start over

% Instructor notes

Answer:

1. FALSE- HRMS does not automatically update this infotype. Agencies will
need to manual update the employee’s IT 14.

2. No. You only need to create the donation for the donor

3. False! By using the change button you break the dynamic action between
the Shared Leave Donation (0613) and the Time Quota
Compensation(0416). If an error exists, simply start over.



Donating a Personal Holiday




Donating a Personal Holiday Overview

B Employee’s may donate all or part of the Personal Holiday for
shared leave.

— Chapter 357-31-090 WAC Holiday and Leave

B HRMS stores as “one” day unit. Must be converted to hours
so the hours can be donated.

— (1) Full-time employees receive personal holiday pay for the
number of hours they are scheduled to work on the day.

— (2) Part-time employees are entitled to the humber of paid
hours for a personal holiday on a pro rata basis in accordance
with WAC 357-31-020.

Personal Holiday

% Instructor notes:

Employee’s can donate all or part of their personal holiday as shared
leave.

Personal holidays are stored as ‘one day units’. In order for a personal
holiday to be donated as shared leave, it must be converted into hours.

Full time employee’s personal holiday hours equal the total hours an
employee works a day.

For example: An employee works 4-10’s. The total hours that would be
converted would be 10 hrs.

Part time employees personal holidays are based upon the paid hours
on a pro rata bases, as stated in WAC 357-31-020



Donating a Personal Holiday cont’d.

B To display HR Master
Data, follow menu
path:

Human Resources =
Personnel
Management -
Administration > HR
Master Data >
Maintain

B You can also access
the infotype by using
the transaction code
PA30 (Maintain HR
Master data)

=4
Menu Edit Favorites Extras System Help

& | Pazd Il E €& [ DE
SAP Easy Access

(E]c] [~][]

b (3 Favorites
~ &3 SAP menu
b (3 office
b (3 Cross-Application Compaonents
b (3 Logistics
b (3 Accounting
< &3 Human Resources
@ PPMDT - Manager's Desktop
~ & Personnel Management
~ & Administration
<~ & HR Master Data

@ PAAD - Personnel Actions
© PA30 - Maintain
&2 PA20 - Display

@ PA10 - Personnel File
@ PA70 - Fast Entry
@ PA42 - Fast entry: Actions
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Step 1. Decrease one day from Quota
Type 42 g
HR master data  Edit Goto Extras Utilties Settings System Help
G o dHeae EHE DBNAN o8
B Enter Personnel Number —
. . Maintain HR Master Data
B Click & |(Enter) to validate @
L Select the” Timerecorsing | tab | persomnelno. 140803137
Find by |[Name  MCCRACKEN ToBY
B Enter the From
te t e 0 date < @ Person PersArea (5400 Employment Security Dept EEGroup 0| Permanent
= P TP PP PR TR S B Collctive searth | e ooerl s o Epsypcrun [T o Ercosncoky St pctie
H Click the gray box to the ieft B Seatch Tem | U0 GOFT Agencyice EESubgroup 05 H-OT Eliged0nvsik  Status Active
Free search
of _[fime Gusta Campensation’| to select ]
Basic Personal Data , Payroll | Benefits ARICREITVM  Addtl Personal Data [ <[22
B Click [J(Create) to create a 0
d | [ifotype text [E |ﬂ‘ Period
new recor | [pranned Working Time v B‘ ©Period
osences I Fron_(saroarzons ro
L] SeIeCt 1000 (Free' Emse'@sub(ypes for |nfu(yp2r_'!"|mz Quota Compensation” (1)__1S
compensation) e =
| e =T lcales =1
rr\ AEsc|Psc... p.me..
— 1 10 1000 Free compensation
| lsubsf 10 1001 Vacation Payout
= 1 10 1002 Sick time payout
I 1 10 1003 Personal Time Off payout
b 1 10 1004 Floating Holiday payout
| [Overy 4 10 1005 Overtime Comp Time Payout
1 10 9001 Sick Leave Buyout - Tax
Direct o 1 10 9002 Sick Leave Buyout -No Tax
IE—— 1 10 9003 Annl Leave Buyout-Ret
Infotypj 1 10 s004 Annl Leave Buyout -No Ret
1 10 9005 Sick Leave Buyout-Annual
1 10 9006 Comp Time Buyout
1 10 S007 Sick Leave Buyout - VEBA
1 10 S008 Comp Time Buyout-No Ret
1 10 9009 Holiday Credit Buyout WSP
1 10 S010 Settl LV Buyout WSP-NoRet
1 10 9011 Settl Lv Buyout WSP-Ret
Hn 1 10 S012 Hol. Cr. Buyout WSP-NoRet
1 10 iziziz] YTD Sick Lv Taken - Conv

Tip:
To avoid any reporting gaps, DOP recommends agencies to create a Time

Quota Compensation to reduce the employee’s Personal Holiday-Shift with
the start date of the actual day of the donation.



Step 1. Decrease one day from Quota

Type 42

H Fields to complete:

— Time Quota type
— No. to compensate

é Check Do not
account

B Click @] (Enter) to
validate

B Click & (Save) to
save

Ulnfutype Edit Goto Extras System Help
1 B|eae CHE H0H0 BR OB

Create Time Quota Compensation (0416)

I |* | Personnel No. 40000137 Name MCCRACKEN TOBY
Find by \ PersArea (5400 Employment Security Dept EEGroup 0| Permanent
= %EETSU” PSubarea |BOFT | Agencywide EESubgroup (85| H-OT Elig>40hrsiwk  Status  Active
Collective search
Start 03/02/2009
Search Term 2 B
{Hl Free search
Comp. method 1000  Free compensation
(I 1D

@© Automatic compensation
OManual compensation

Time quota type 42| [Personal Holiday - Shift |
Compensation rule
No. to compensate 1.00000

[ Do not account

Absence guotas

ATy IGuma text |Enti(| [Unn [Cnmp |Rem
30Sick Leave 72740000 Hours 0.60000  678.90(
308Sick Leave 8.00000 Hours 0.00000 8.00C
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Step 2. Increase Quota Type 45

HR master data  Edit Goto Extras Utilties Seftings System Help

Enter Personnel Number |@

1 AEICE SHE Do BR @B

[®z] Maintain HR Master Data

Click EEnter) to validate

DEZEE

Select the Time Recording tab

»

Personnel no hooan137

Find by

|

Name  MCCRACKEN TOBY

Enter the Start Date

< @ Person

(# Collective search

PersArea 5400 Employment Security Dept EEGroup 0| Permanent
PSubarea 00FT Agencywide EESubgroup (05 H-OT Elig>40hrswk  Status  Active

Basic Personal Data | Paynol | Bemﬁts‘mwm Addil. Personal Data Q0G)

Click the gray box to the left| #=
of |7/aueta coirectionsto select

. | — 1]
Click &y (Create) to create
new record
Select 45 (PH-Shared Lv
Donation)

Infotype text [E] [ [Period/

Planned Working Time ¥ [4]| | @Period

Jsences E From (oarear2008 o

IAbsence Quotas

IAttendances _ Restictions

Attendance Quotas —

T | AOCEEEEE

—— [Psc/AaTyp|auota text 1

g 110 30  SickLeave
Time Quota Compensation {1 10 31 Annual Leavesvacation
Mlove 110 34 Jus. ExcessLeave
rtime 1 10 35  Compensatory Time
- 110 37  Exchange Time —
Direct selection . 1 10 38 Military Leave
|HMYDE Quota Cd 1 10 39 Holiday Credits

1 10 40 Excess Vacation Acrual
1 10 41 Shared Leave a—
1 10 42 Personal Holiday - Shift
1 10 43 Settl Leave WSP
1 10 44 Recognition Lv (non-rep)
110 [a5__|PH- Shared Lv. Donation|
1 10 46 Sick Leave Pool
1 10 47 Uniformed Serv Lv Pool

Instructor notes:

The start date is the actual date of the donation.
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Step 2. Increase Quota Type 45

=4

. Fields to complete Infotype  Edit Goto Extras System Help
@ 0 IBICAQIEHR B0 BRI QB
— Quota Number Create Quota Corrections (2013)
= Total number of hours LEIEENE Pasora otk sotese | ity alsion st st [ e svess 5]
equa/ to the [’ Personnel No  |46000137. Nare MCCRACK. | Status  Active
emp[oyee’s shift Find by | EE group 8 Permanent Personnel ar 5400 Employment Security Dept
@ Person WS rule FULL 5-85 M-F.. SSN 501-50-5087
— Increase generated ctethe S gt v
entitlement B Freeseacn
Absence quotatype |45 PH- Shared Lv. Dunatmnl
— Transfer collected ;
t,tl t E— VChangeac:vualemillemem £
entitiemen Quota number 10] Hours |
immediately |
®Increase generated entitlement |
OReduce generated entitlement
. CIle E(Enter) tO OReplace generated entitlement
va I |d ate Change transfer time
. - Transfer X Transfer colleted entitement immediat. 2 |
m Click® (Save) to save

Instructor notes:

You are then taken to Quota corrections (2013). Fields to complete:

Start date- Verify the date came over. If you forgot to key in the date on the
previous screen, enter the date here.

Quota Number- Enter the total number of hours of the Donors work schedule.
I.E. if the employee works 4-10’s you would enter 10 hrs. in the quota number
field.

Select Increase generated entitlement

Select Transfer collected entitlement immediately
Click enter to validate entries

Click save

Once you have clicked save: Next we transfer the records to
Absence Quota (2006) by using Transaction Code ZT60 to access the Time
Evaluation
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HR Time: Time Evaluation (ZT60)

=g
i | Program Edit Goto System Help
B Enter the transaction  |@ 190 060 CHE D000 HE @
COde /NZT60 in the HR TIME: Time Evaluation
command field
[ Further selections "fé Search helps "<> Sort order
B Enter the employee’s Seecin__
Personnel Number [ ONE
- Personnel subarea E
B Evaluation up to Date — T E
let default to the last day
Of the month Parameters for time evaluation
. Forced recalculation as of
u C“Ck @ (EXGCUte) to Evaluation up to 12/31/2008
execute the pr
process o
[Display log
[ Test run (no update)

[ Stop at function/operation BREAK
[]Stop at fixed positions in time evaluation
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HR Time: Time Evaluation (ZT60) cont’d.

| Verlfy the time |EJL09 Edit Goto View Settings System Help
transfer was |g 100 000 CHE 8000 DR 0B

successful Display Log Tree
)21 |2 Row [ &3 sunee |1 ol [ ]

. . . Time Evaluation
W Click[@| (Exityand T ™™
return to the SAP Successful personnel numbers
Easy Access screen

Personnel numbers with errors

Personnel numbers ended early
Personnel Numbers Rejected
Messages

—0 Statistics

Selected personnel numbers 1
Successful runs for 1
including with errors U
—Processing not completed for 0
0
0

Rejected
Total number of messages and error messages

Instructor notes:

Once we have verified the successful run, will want to view the employee’s absence
quota infotype to verify the time transfer processed.
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Viewing the records

HR master data  Edit Goto Extras Utilities Settings System Help

2 dHCee SHE DDOHD HR Q®E
@3] Display HR Master Data

Q@

()

B Use the transaction
code PA20

&
B Enter Personnel ﬁ
Personnel no. 98765441
Number Name LONGMIRE, KAYLEY
H Q “ & persarea [1110 Dept of Personnel EEGroup 0| Permanent
u CIICk :l (Enter) tO PSubarea |0001| Non Represented  EESubgroup [01] Monthiy(M) OT Exe..  Status  Active
validate

- Select the / Time Recording h Basic Personal Data | Payrall Beneﬁls_ R ITCLC000 oW Adatl Personal Data o

|
=i Infotype text |E| m Period
tab Planned Working Time v [#| | OPeriod
| Select Absence EAbsences O From [o1/01/1800[T0  [12/31/9999
& OToday OCurr.week
QUOfaS (2006) % _Anendances O Current month
. . ||| |Attendance Quotas OFi . dat O Last week
W In the Period section, ) s coreaon 5T 1 O
Se|eCt the A" I'adIO _iunsﬁu’iinsc . O Current Period O Current Year
| _|Time Quota Compensation
button S| i Choose
[ i Q i H...|| [ Direct selection
Click | s& (overview) Al | -

% Instructor notes:

* Now we are going to Absence Quotas (2006) to view the quota
corrections we just completed.
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Viewing the records cont’d.

=4
Infotype Edit Goto Extras System Help

(V] 1 dHICee SHE DDOLD FR @@
Overview Absence Quotas (2006)
| | | [’ Personnel No. 40000137 Name MCCRACKEN TOBY

Find by PersArea |5400 Employment Security Dept EEGroup 8 Permanent
¥ ﬁ)rson PSubarea |00FT | Agencywide EESubgroup 85| H-OT Elig>40hrsiwk ~ Status  Active

al Collective search

) Search Term M Choose |02/01/2009| To 04/30/2009 STy. |45

Free search | Absence Quotas,

Start Date  |[End Date A [Quota text [Start ded  [End ded.  [Number [Deduction
nn 3/02/2009: 03/02/2009 | 45PH - Shared Lv. Donation 03/02/2009 12/31/9999 10.00000) 0.00000

| I

B Date Type 45- PH Shared Lv Donation has been increased to match
the employees scheduled work hours

% Instructor notes:

» The next record quota correction added 8 hours to Quota type 45
(PH —Shared Lv Donation) so now the leave is available to be
donated.

So what are the next steps to completing the donation?

» All those steps we previously covered about creating the

employee’s base rate, creating the eligibility and then giving the
donation.

» The leave type 45 (PH-Shared LV Donation) would be the
selected leave. Where in the previous example we used annual
leave or sick leave.



HRMS Activity

Exercise:
Convert Personal Holiday into Shared
Leave Donation
Page 19
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Summary of Donating a Personal Holiday

B \We have identified how to verify an employee has a personal
holiday to donate

B Identified the steps necessary to convert a personal holiday to
be donated as shared leave

|||||||||||||||||||

B Explained how to verify quota records created & ‘




Review Questions

1. What are the two different ways to verify an
employees’ quota balance for a Personal Holiday?
The Attendance System Change Report
(ZHR_RPTTMO084), or you can use Absence Quota
(2006) infotype.

N

Trua aor Falea?

Agencies will need to create a quota correction for

every employee to give their personal holiday

each year?

False!

Quota corrections will only be needed for those
employees hired after HRMS has processed the
personal holidays for the following year.

% Instructor notes:

Answers:

1. The Attendance System Change Report (ZHR_RPTTM084),
or you can use Absence Quota (2006) infotype.

2. False! Agencies will only have to complete a quota correction
for employee hired after HRMS has already processed the
Personal Holiday run in December.
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Return Unused Shared Leave

Note:

Refer to Office of Financial Management’s website
(http://www.ofm.wa.gov/resources/payroll/PRSharedsample_09 Bien.pdf)
for sample calculations of returning Shared Leave
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Return Unused Shared Leave

B \When returning donated leave,
agencies must specify what type of
leave was donated so that the hours
can be returned to the appropriate
quota type in the donor’s records

B The process of returning Shared
Leave is very similar to initially
donating Shared Leave

B Use Shared Leave Donation/Return
(0613) to return the leave to the
donor or the leave pool.

% Instructor notes:

This process involves removing the unused shared leave from the
recipient and returning it back to the donor’s quota balance.

Communication is needed between agencies.

Note:

If there are multiple persons that donated leave to the recipient, you will
need to manually calculate how much leave is returned (number of hours)
to each recipient. For questions regarding the calculation of returning
unused shared leave, refer to the SAMM Manual at
http://www.ofm.wa.gov

HRMS does not automatically distribute the leave back to the donors.
You will need to return leave to each of the donors separately.



Return Unused Shared Leave to the donor90

B To return unused
Shared |eave’ fOHOW the |vMenu Edit Favorites  Extr. s System Help
menu path: @[ fiBicee DH

Human Resources > S Sasy Dccess
EEEIEBIZN-]
Personnel Management

[P Favorites

- Administration 2> HR < €354P menu

2 gomce

b -Applicati
Master Data 9 |> Df;;is;i?sgaplcaton Components
Malnta]n b (3 Accounting

~ & Human Resources
@ PPMDT - Manager's Desktop
~ & Personnel Management

H You can' also use the €1 Persoonel anag
transaction code PA30 \ < €3 HR Master Data

PAAD_ Personnel Actions
(Maintain HR Master [bﬁiiﬁigiﬁ.?f
@ PA10 - Personnel File
data) @ PAT0 - Fast Entry

@ PAA42 - Fast entry: Actions

~
i
-

Tip:
Before you return unused shared leave back to the original donor, be sure to

check the donor’s Basic Pay (0008) Infotype to see if they had an increase
in pay since their original donation.



Return Unused Shared Leave to the donor o1

cont’d. ®
HR master data Edit Goto Extras Utilities Settings System Help

B Enter Personnel no. of [V} 2 AEHCee BHE DL BR @B

the recipient Maintain HR Master Data

_ —

] CI'Ck the e ixecorrng h E Personnel no. 22222223

tab Naime  HAINES, BRITTNEY

¥ | Persarea |1110/ Dept of Personnel EEGroup 0| Permanent

[ Enter the from date PSubarea |6001) Non Represented  EESubgroup |01 | Monthly(M) OT Exe..  Status  Active

] CIICk the aray bOX tO the 7/ Payrll FI Benaﬁts_ I Addtl. Personal Data  Planning Data Iy (DT

left sence Bonaton Adniistation U3 T B
Employee Remuneration Info [4| | ®Periog
. Click D (C reate) to Availability G From 05/05/2008 |To

Time Transfer Specifications i
[~4 1 "
Time Events IE Subtypes for infotype "Absence Eth

Leave Entitlement Compensation

Workers' Comp. NA
Absence Pools

create and continue

LT T T T

= [elol[Hl sl [al Tl T

e i KAL) ] ) e
STyp|Name —
Direct selection -
Infotype Absence Donation 4 W
0002 Withdrawal

% Instructor notes:

Once you click create, a Subtypes for infotype “Shared Leave
Donation/Return” pop up box will appear- select Donation/Return

Note:
The from date is the date on which the recipient is no longer eligible to use
shared leave



Return Unused Shared Leave to the donor
cont’d.

&
. Fields to com Iete Infotype Edit Goto Extras System Help
p (V] 2 dBCeQ SHE DDLN @B

_ AbS quota type Create Absence Donation Administration US(0613)
) &)
— Number/Unit el

E Personnel No 2222223 Name HAINES, BRITTNEY
—_ Personnel no EE group 0| Permanent Personnel ar 1110 Dept of Personnel
¥ '| EE subgroup |01 Monthly(M) OT Ex. SSN [223-11-2233 sff o
- Target Abs. quota Start 05/05/2003[5) Roe:ig[;::r:l
1 CheCk {IAmount Absence Donation Administration US 4
: ) Abs.quota type 41 Shared Leave ( 39.42000..%
Related | :
|| Numnber/Unit 15.00 Hours
=
- Selept Employee Ell sz
Radio button B Home Pool D 3
' | OForeign Pool Original
T Foreign Paol ID Donor | a
1 — || ®@Employee [Vl Amount Related
u C“Ck (Enter) to |: Personnel no 5555555 | KING, ALEX
Va“date E Target Abs. quota 31 Annual LeaveiVacation @
@ OExternal Recipient
H ‘!{ ( ) H. Ext. Person
u C“Ck Save to B Absence Quota Type
save

% Instructor notes:

When returning unused leave, you must select the correct quota type to return.

» For example: Employee donated annual leave, the recipient did not use all
of the hours donated.




cont’d.
B Enter the transaction
code /NZT60

B Fields to complete:

— Donors Personnel
Number

B Click @ (Execute) to
execute the process

Return Unused Shared Leave to the donor

=
Program Edit Goto System Help

G 2fdBCae DRE SDL8 FHR I

HR TIME: Time Evaluation

Further selections | L

Search helps H (2 Sort order I

Selection
Personnel Nurmber G|
Personnel area
Personnel subarea
Payroll area

[zl ele]s]

[ Patameters for ime evalation

Forced recalculation as of
Evaluation up to 12/31/2008
[Program optons

[Display log

[Test run (no update)

[ Stop at function/operation BREAK

[JStop at fixed positions in time evaluation

93

% Instructor notes:

Run the time evaluation to return the unused time back to the donor.



Return Unused Shared Leave to the donor o

cont’d.

| Verlfy the time |EJL09 Edit Goto View Settings System Help
transfer was g 190 @G0 DHR 8000 BR OB

successful Display Log Tree
] ) 8 Row ][ 63 suee 5] 00 ]

. . . Time Evaluation
W Click/@| (Exityand [ ™™
return to the SAP Successful personnel numbers
Easy Access screen

Personnel numbers with errors
Personnel numbers ended early
Personnel Numbers Rejected
Messages

—0 Statistics

Selected personnel numbers

Successful runs for

including with errors

—Processing not completed for

Rejected

Total number of messages and error messages

coo s




Return Unused Shared Leave to the donor 95

cont’d.

B Enter the
transaction code
/NPA20 into the
command field

B Enter the Donor’s
personnel number

B Click the
tab

B Enter the from date

B Select Absence
Quotas (2006)

B Click & (Overview)
to display all

" Time Recording |

E
HR master data Edit Goto Extras Utilities Settings System Help
(9] afaHe@e DHE DDLDIBER QB
Display HR Master Data
2]

Personnel no. 55565555

Name KING, ALEX

PersArea 1111 |Information Services Division EEGroup |0 Permanent

PSubarea 0002 | WMS EESubgroup |01 Monthly(M) OT Exe.. Status Active

Basic Personal Data ‘ Payroll Bsnefns- QLCLEEIVI  Addil. Personal Data | DT

=

% Infotype text IE. I r] Period

Planned Working Time v [ | @Period
(@[ lansences From |05/05/2008 fTo
& Absen’ce Quotas OToday O Currweek
§ " [engances OAll O Current month
'S |||_{Attendance Quotas OFrom cur.date OLast week
— ||| _[Quota Correctians OTo Current Date OLast month
E - | O Current Period OCurrent Year
E | _|Time Quota Compensation v &
i) Overtime [~
H.. || [Direct selection
] || [ infotype Absence Quotas STy




Return Unused Shared Leave to the donor
cont’d.

4
Infotype Edit Goto Extras System Help
@ 2] 1E 000 CHE AN0o BR QE
Overview Absence Quotas (2006)
Personnel No. 33333333 Name KING, ALEX
PersArea 1111 Information Services Division EEGroup 0 Permanent
Y| PSubarea 0002 WMS EESubgroup |01 Monthiy(M) OT Exe.. Status Active
@ Choose BS/GSIZBDQTU 05/05/2009 STy. |31
| Absence Quotas
Start Date IEnd Date [A..IQUMalext [Slart ded IEnd ded. [Number [Deduction
] 05/05/2009 05/05/2009 = 31Annual Leave/Vacation 06/05/2009 12/31/9999 7.12000 E].Bﬂﬂﬂﬂl
r@' -

m Verify the start date, quota type and the amount of hours returned

96

Note:

You can also verify the successful return of the unused leave, by
running the Attendance System Change Report (ZHR_RPTTM084)

When the recipient is returning unused Shared Leave back to the
donor, HRMS considers the return a ‘donation’

Once the leave has been returned to the donor, the amount of hours
will appear in the donation column for the Recipient. The original
donor’s Returned column will show the hours that have been
returned from the recipient.




HRMS Activity

Exercise:
Raoftiirn | Inniead laava tn the Nannr
A3 A ¥ | WIITUMIWAM IVl YW LW LTV RAWVIEIWVI
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Review Questions

1. Which infotype is used to return unused shared leave
back to the donor?

Absence Donation Administration (0613)

2. True or False?
When returning unused leave back to the donor you will
select the quota type Shared Leave as the Target Abs.
quota for the donor on the Absence Donation
Administration(6713)?

False. You will select the specific quota type the donor
donated as the Target Abs. quota to return.

% Instructor notes:
1. Absence Donation Administration (0613)
2. False. You will select the specific quota type that the donor donated. You

will select shared leave as the quota type to take from, but you must specify
which quota type to return to.



Section 3:

Excess Vacation Accrual (EVA)
and
Justified Excess Vacation (JEV)

99




EVA and JEV Overview

B Upon completion of this section you will be able to:

— Define EVA and JEV

— Describe how EVA is generated within HRMS

— Identify what to do if a change needs to be made to
the EVA accrual

— Create the eligibility period for JEV on an employee’s
record

100
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Excess Vacation Accrual (EVA)

B Annual leave hours in excess of 240 hours.

B EVA is generated on Day 5 of payroll processing by the
Department of Personnel

B Quota type 40 (EVA) is created with a start and end
date

— The end date is the day before the employee’s
anniversary date
B Leave requests deduct from quota type 40 (EVA) then

31 (Annual Leave)
-

E Instructor notes:

Excess Vacation Accrual (EVA) are any hours over 240 of annual
leave.

* A process to transfer the annual leave hours that exceed 240
hours is ran after the final payroll for each pay period.

» This automated process creates two quota corrections. One is to
deduct hours that are in excess of 240 from annual leave and the
other is to create/increase quota type 40(EVA) with the numbers
that were removed from the annual leave balance.

» EVAbalances are set to expire (end dated) the day before the
employees anniversary date.

*End dated records are viewable in HRMS but they are not
available quota for the employee to use.

« We’'re going to talk through a couple of scenarios and see how end
dated quota appears in HRMS. Once again, this is another
example how dates are key in HRMS.
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Excess Vacation Accrual (EVA)

B EVA Overview

An employee has a quota type 31 (Annual Leave) balance
of 235.0 as of the 15™ of the month

— The accrual process completes on the 16" and creates quota
type 31 (Annual Leave) for 14.66667 hours. The employee
now has 249.66667 of annual leave

— On DAY 5 of payroll HRMS automatically creates two quota
corrections. One to reduce quota type 31 (Annual Leave),
and one to create or increase quota type 41 (EVA)

235.0 + 14.66667 = 249.66667 hour{ 240-00 Annual Leave
9.66667 EVA
t . [249.66667 hours

% Instructor notes:

» This slide demonstrates how EVA is processed each pay cycle.

» Onday 5 of payroll processing HRMS will automatically create a
quota correction (2013) for quota type 31 (Annual leave) reducing
the 9.6667 hours excess of he 240 max. HRMS will then create
another quota correction create or increase quota type 40 EVA for
9.6667 hours.

» Use Absence Quotas (2006) to view the quota correction
entries. Or use the Attendance System Change Report
(ZHR_RPTPY084)

« EVAwill have a deduction from date that will be the 15t or the 16,
depending on the pay period the employee accrued annual leave.
The deduction ‘to” date will be the day before the employee’s
anniversary



Excess Vacation Accrual (EVA)

B Using the Aftendance System Change Report
(ZHR_RPTPY084) report to verify quota balances.
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(V]

List Edit Goto Views Settings System Help

2 AH e CHE fHDL0 BRIQE

Attendance System Change Report

User:

State of Washington - HRMS
Attendance System Change Report

Report ID:

Run Date :

|Period :10/16/2008 thru 10/31/2008 |

ZHR_RPTTMO84
KELLYW
12/17/2008

Personnel | Quota Type|Quota Type Text  [Leave Accr [ Beginning|  Earned| Receiv..| TakenRe...| Paid/Repor| Adjustm...| Donated| Retur...| Ending Ball

1110
i

30 Sick Leave 10/31/2008 ' 307.10000 = §.00000 0.00000  0.00000 | 0.00000 | 0.00000 0.00000 0.00000  315.10000
Annuallea

TT10

pAacationl 0312008 240 NAN00 N4 66667 0.00000 0.00000 0.0000
I
A0 ERCESS VAt ATy pore 2008w o=o— 0.00000 |0.00000) 0.00000 § 0.00004

1110

42 Personal Holiday - Shift 10/31/2008 = 1.00000  0.00000 0.00000  0.00000  0.00000 = 0.00000 0.00000 0.00000  1.00000

Note:
EVA hours are not accrued hours. HRMS

automatically moves quota into EVA

% Instructor notes:

Here we are going to look at using the Attendance System Change Report to
verify the payroll process. Normally this report would extend over several
screens but some of the columns have been hidden so we can focus only on
the quota types and balances.

1.

2.

The report was generated for the payroll period of October 16 through
October 31, 2008. * click*

Looking at Annual Leave first, notice the beginning balance is 240 hours
and the Earned amount is 14.66667 hours.

Continue across the same row, in the adjustment column you'll see a
deduction (notice the negative sign) was made for the accrued amount
leaving an Ending Balance of 240.0 hours. * click”

For the Eva quota this employee has a beginning balance of 1.33340,
you notice that there is nothing in the Earned column because this is not
an Earned quota type. HRMS automatically moves the quota into this
bucket. * click”

Continuing across the row, in the Taken/Reported column you’ll see 0.0
hours were used during this period. * click”

Moving to the Adjustment column you see a positive addition was made
to the EVA bucket. * click”

Leave an Ending Balance of 16.0007 for the period.



Excess Vacation Accrual (EVA)

B Scenario #1
An employee’s anniversary date is August 18.

— They submitted a leave slip for 8/15 and 8/16 to place them
under 240.0 hours before their anniversary date.

— The leave slip was not entered into HRMS until August 25.
The automated EVA process has completed for the payroll cycle.

— The EVA quota balance is no longer available because it was
end dated on August 17 (one day before their anniversary
date).

Solution: This is a ‘timing’ issue and can not be resolved by the
agency. You will need to contact the ISD Helpdesk providing
details to have an incident created as the leave hours will need to
be redistributed to the correct accrual bucket
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Excess Vacation Accrual (EVA)

B Scenario #2
The EVA accrual should have never been created.

— Employees annual leave balance is 240 on the 15". They turn
in a leave slip for sick leave for the 13t of the same month for
12 hours.

— On the 16%, the automated EVA process has competed for the
payroll cycle

— On the 17" the employee changes their leave slip from sick
leave to annual leave.

Solution: Use the Quota Corrections (2013), select the EVA that
was created for the pay period, select the delete. Then run the
Time Evaluation (ZT60) to reestablish the employee’s leave
balances.
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Excess Vacation Accrual (EVA)
B Scenario #3

Returning unused EVA back to the original donor after the donor’s
anniversary has passed

An employee’s anniversary date is January 18.
— The employee donated 30 hours of EVA to the recipient as
shared leave

— Itis March 1st, the recipient is no longer in need of shared
leave and must return all unused leave.

Solution: Use the Absence Donation Administration (0613) to
return the EVA back to the donor. The start date would be the
actual day of the return.

\ |

+~(Note:
Agencies are responsible for following state rules and considering
them along with their Collective Bargaining Agreements and other
agency policies.

Note:

If an employee donates EVA as shared leave prior to their anniversary date,
and later (once the donor’s anniversary has past) receives the unused hours
of their donation the donor has until their next anniversary date to use the
returned hours.

For example:

mEmployees anniversary date is 4/1/09
mDonation date is 3/1/09

mReceives the unused leave back on 7/1/09

The employee who donated the leave now has until 4/1/10 to used the
returned hours.

For questions contact OFM (http://www.ofm.wa.gov)




Excess Vacation Accrual (EVA)
B Scenario #4

An employee’s anniversary date is February 15t. Their Annual leave
balance is 240. Their annual leave accrual rate is 14.66667. The
automated EVA process has completed for the payroll cycle

— Employee turns in a late leave slip dated 2/10 for 10 hours of annual
leave.

— Adjustments are needed to both of the quota corrections that were
completed via the EVA process to correct the employees Annual leave
and EVA balances.

Solution: Run the Attendance System Change Report
(ZHR_RPTTMO084) identify the EVA adjustment column and subtract
the hours on the leave slip. For example: 14.66667-10= 4.66667
hours. Access the Quota Corrections (2013) with the start date of
the EVA process, select the Pencil (change) to enter 4.66667 into
the hours and save.




Justified Excess
Vacation
JEV
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Justified Excess Vacation (JEV)

B JEV is a proactive process that is started by the agency
through a director’s approved “statement of necessity”.

- WAC 357-31-215

B Effective dates for the JEV period are created using
Date Specifications (0041).

— The JEV period is not monitored in the system; it's
the responsibility of the agency to monitor and zero
out the JEV balance when that time comes.

B HRMS will automatically create the quota type 34(JEV)
balance.

. Use Absence Quotas (2006) to view the record.

“{Note:
JEV can’t not be processed retroactively

Instructor notes:

» JEV s a proactive process that is completed at the agency level
once a director’s approved “statement of necessity” is created for
an employee.

» The effective dates for JEV are created using the Date
Specifications (041) infotype.

* Question: Who remembers what two date types need to be
created on the Date Specifications (41) infotype:
Answer:
16- JEV Begin date
17- JEV End date

* Once JEV dates are established, this allows annual leave to
automatically move to JEV for the approved timeframe.

» To use the JEV quota balance, will turn in a leave slip and the
system will automatically deduct from the JEV balance

» The order of deductions by HRMS:
JEV
EVA
Annual Leave




Creating the JEV Period

B To display HR Master
Data, follow menu
path:

Human Resources 2>
Personnel
Management >
Administration > HR
Master Data >
Maintain

B You can also use the
transaction code
PA30 (Maintain HR
Master data)

IE?

Menu Edit Favorites Extras System Help
VI EE IH & BE
SAP Easy Access

e

&E []l]

b (O Favorites
< ) SAP menu
b (J Office
b (3 Cross-Application Components
b (O Logistics
b (J Accounting
~ Q3 Human Resources
 PPMDT - Manager's Desktap
~ (3 Personnel Management
“ Q) Administration
¥ I HR Master Data

() PAA40 - Personnel Actions
) PA30 - Maintain
&) PA20 - Display

& PA10 - Personnel File
& PAT0 - Fast Entry
 PAA42 - Fast entry: Actions
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Creating the JEV Period cont’d.

=
. Enter the Personne/ HR master data Edit Goto Extras Utilities Settings System Help
] A Cae CHE NDNON @®
no. Maintain HR Master Data
m Click & (Enter) to %
H Personnel no 88888888
Va“date Name | THOMAS, DAVE
¥ 'l PersArea |2250| Washington State Patrol EEGroup |0 Permanent
u SeIeCt Date PSubarea |B0JN| Agencywide EESubgroup |05|H-OT Elig>40hrsiwk ~ Status  Active
SpelelcatlonS (004 1) Payroll - Benefits * Time Recording , Addtl. Personal Data In rE
] Select A” "jl the % I ]nfu.(ype(ext [EH—] Period
Period section m S @
@ | |Organizational Assignment v From To
. . 8 | |Personal Data v OToday O Cur.week
. CIle ‘g (OVeereW) % | |Addresses v -m O Current month
to display all records ~ [&| [emeeomnoTie ¥ ||| OFome Oast week
. . E | peECkey v OTo Current Date O Last month
aSSOCIated Wlth the 2antaciElements v O Current Period O Current Year
. f t [m] :Daw sEecmcaﬂons I v &
Intotype & | | [FamiyRelated Person v @
H.. || [Direct selection
|| ntotype STy

* Once you have received the approved ‘statement of necessity’ outlining the
approved dates of JEV, you will need to establish the JEV dates on the Date
Specifications (0041) Infotype.
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Creating the JEV Period cont’d.

E
B Click the grayv box to Infotype Edit Goto Extras System Help
the left ofqthey 4 110 ¢ee Sk bnoo AR @B

current record List Date Specifications (0041)

(12/31/9999) Ju17 [ LIS

E Personnel No. | 86886888 Name THOMAS, DAVE
] F..|| PersArea 2250 Washington State Patrol EEGroup 0| Permanent
- o
CIICk—— (Copy) to ' PSubarea |00JN Agencywide EESubgroup (05| H-OT Elig>40hrsiwk  Status  Active

copy and continue B choose  [i/o1/1800[B)n  [12/31/9999

[ ]From |Tu ID.,IDate ID.,IDate ID‘.IDate ID‘.IDate |D|Dﬂ
B/01/2008 12/31/9999 01 06/25/2002 02 01/31/2005 03 01/31/2005 03 10/07/2002 07 06[4]
01/16/2008 07/31/2008 01 06/25/2002 02 01/31/2005 03 01/31/2005 05 08/08/2002 07 UGQ

=

Note:

» The current record will have a to date of 12/31/9999.

* By using the copy icon, you are end dating the current record,
and creating a copy of the existing record to add the JEV period.

» Using copy also eliminates unnecessary re-keying of the existing
dates that are still valid for the employee’s record.




H

Enter the start date of the
record

Select Date Type

— 16 (JEV Begin Date)
— 17 (JEV End Date)

vV Chl alc
\ /

CIickﬁ (Enter) to validate

You will receive a warning
message “’Record valid from
XXXX to XXXXXX delimited at
end

Click (Save) to save

D
A A

&

@

Creating the JEV Period cont’d.

Infotype Edit Goto Extras System Help

IR CAQICHB EOAL ol

13

Copy Date Specifications (0041)

g
El

91

Al=tlale] @l (a8l 0

[E

Personnel No. | 86886888
PersArea |2250| Washington State Patrol
PSubarea 00N Agencywide

Name  THOMAS, DAVE
EEGroup|0| Permanent

EESubgroup 05 H-OT Elig>40hrswk  Status  Active

Start Bero1/2008[BRo  [12/31/9399

;Date Specifications g
Date type

Date Date type Date

01/ Anniversary Date 06/25/2002 02 Appaintment Date 01/31/2005
03| Original Hire Date 01/31/2005 05| Seniority Date 10/07/2002
07 | Unbroken Srve. Date 06/25/2002 I18 JEV Begin Date 04/0 lZDDSl

I17 JEV End Date 07/0 /2009' 18| Prsnl HolidayElgbity 03/16/2006
22 WSP Employment Dt 01/31/2005

Note:

If the start date is not changed on the record (Infotype 41), this will
create a retro calculation.

Date type 16- JEV Start Date- Date that the employee will begin

« How you will know you have forgotten to change the date- you
will receive an warning message “this entry deletes a record”. To
clear the message, enter the new start date click enter to validate

and save.

annual leave will be sent to JEV
Date type 17- JEV End Date- Last day of JEV period

Follow your agency business processes of monitoring JEV to reduce
the JEV record when that time comes, as Department of Personal

does not monitor.




Exercise:
Create JEV
Page 27
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Review Questions

1. What end date does HRMS create for EVA?
EVA hours are end dated one day before the
anniversary date. Once EVA balances expire, the
record will remain in HRMS but will be unavailable to
the employee.

2. Which infotype is used to enter the JEV start and
end dates?

Date Specifications (IT 0041)

3. True or False?
JEV dates can be entered into the system
retroactively?

False! JEV can’t not be processed retroactively

115

% Instructor notes:

Allow the class time to write out the answers to the review
questions before displaying/discussing the answers.

Answers:

1. EVAis end dated for the day before the employees
anniversary. When EVA balances expire the record remains

within HRMS but will be unavailable to the employee to use.

2. IT-41- Date specifications

3. FALSE!! JEV Is a proactive process and should not be
completed retroactively.




Section 4:
Manual Adjustments
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Manual Adjustments Overview
B Upon completion of this section, you will be able to:

— Create a quota correction to change the availability date of
system generated accruals

— Create a quota correction to replace the system generated
accrual rate

— Remove accrued quota from employees who leave state
service

— Define how to correct negative quota corrections
— Additional Scenarios for quota corrections

Tip:
Agencies must be cautious when creating quota corrections to correct quota balances.
First review the reason for why the balance needs to be corrected.

When is it ok

*Accrual date of the system generated quota accrual needs to be changed.

*Example: The system generated quota needs to be reduced to zero and a new quota record
needs to be created with the desired effective date. These are our “earn and burn” employees. If
the system has not generated the accrual yet, you will have to create a tickler for you to go out and
zero out that balance. It’s all about timing and when you receive the leave slip from the employee.

*The employee did not work long enough to meet eligibility rules to use quota and the agency wants to
remove the system generated quota accruals.

*For example, the employee left state service prior to meeting their probationary period and
we need to zero out the system generated accrual. This leaves a record that the system
generated the time but the available amount is zero.

*Employee accrued more quota than the agency has determined the employee is eligible le to earn and
the agency wants to reduce the accruals.

*Agency will evaluate why the employee has not accrued correctly. For example master data
entries (i.e. anniversary date, or other types of master data that affect employee accrual) have
caused the incorrect accruals. Fix the master data and run ZT60 to correct the system generated
accruals.

*Actions that are not system related that necessitate the reduction of quota available to the employee

Legal or other personnel actions that require removing the available quota or other reasons that
are not master data related.

When is it not OK- You receive a late leave slip
*Enter the absences. By entering the absences HRMS will correctly record the deduction or generate the



Change the Availability Date
of System Generated
Accruals
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Changing Availability Date
|z
[ TO Create a uota | Menu Edit Favorites Extras System Help
. Q elmcl I EH AR BF
Correction, follow menu
path' SAP Easy Access
! Bl
Human Resources 2> |l Jii-]l-
[b" I Favorites
Personpgl Maljagement e
- Administration > HR EgOfﬂce
. . Cross-Application C t
Master Data > Maintain e
b (3 Accounting
B You can also access the v @gman Resaurces
. PPMDT - Manager's Desktop
QUOta CorreCtlon 7 @PEI’SOHHH Management
i i < Q) Administration
.::nfOtypetby USIdng |':t’hAe3O ~ G HR Master Data
ransaction code ) PA40 - Persannel Actions
ransaciion coce £
yviaintain AR iviaster O FA . Display
data) © PA10 - Persannel File
© PAT0 - Fast Entry
_ ©PA42- Fastentry: Actions
| | H
I )
Scenario:

Full time salaried employee worked 70 hrs. during the first pay
period (1-15) of the month. On the 18! of the same month, the
employee reaches the 80 hour requirement to earn their
accrual. The employee turns in a leave slip for 6/19 for 8 hours
of sick leave yet they do not have an existing sick leave quota
balance.

HRMS will give the employee their accrual when the payroll
process begins for the second half of the month, however, the
quota will have a ‘Start’ deduction date; of the 15t of the
following month. Do a quota correction giving the employee the
accrual the date they reach 80 hrs.

Instructor notes:

To prevent the employee from receiving double accrual, two quota
corrections need to be completed.

1. Give the employee their accrual once earned
2. To zero out the system generated accrual
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Changing Availability Date

. Enter the PerSO”ne/ lTZHR master data Edit Goto Extras Utilities Settings System Help
no. g I Ceae SREIhDaa @8
Maintain HR Master Data

B Click & (Enter) to

validate |: Personnel no 4000014
Name  |PATTERSON,PETE
[ ] Select the Time Recording ¥ '| PersArea 1110 Dept of Personnel EEGroup|0 Permanent
tab PSubarea |6601| Non Represented  EESubgroup 01| Monthiy(M) OT Exe.  Status  Active
Z Payroll { Beneﬁts_ Time Recording Addtl. Personal Data * Planning Data Iy L 1E
B Enter the Start date -
. E Infotype text |E| ["] [Period
H Click the gray box to = " |Prannea working Time v % [©rerioa |
the left of H lQuota Corrections &||| |absences |_From |2/20/2009 [o)
A | _(Absence Quotas OToday O Curr.week
'% Attendances OAll O Current month
? Attendance Quotas OFrom cun.date O Last week
4 =] Quota co"emonsl OTo Current Date O Last month
. C“Ck D (Create) E #Substltutluns O Current Period O Current Year
[= Time Quota Compensation &
to create a new & || Jovertme 5
record H...|| [Direct selection
|| [ motype Quota Corrections STy

Instructor notes:
Quota Correction- To give the employee their accrual.

To give the employee their accrual, a quota correction is needed.

Enter the employees personnel number
Select the time recording tab

Enter the from date- this will be the date that the employee met the 80 hour
requirement.

Select the quota correction
Click create

Note:
The start date of the quota correction will be the day that the employee met the 80
hour requirement



B Select Quota Type
B Fields to complete:

Changing Availability Date cont’d.

=4

Infotype Edit Goto Extras System Help
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|@ 148 e6e CHE 8008 BR @B
Create Quota Corrections (2013)
DD D]m Personal work schedule | [Aru ity allocation ||w ost assignment H External services | D

- QUOta N um ber ’7 Personnel No 400000014 Name PATTERSO | Status Active
— Increase generated EE group 0| Permanent Personnel ar 1110 Dept of Personnel
. ¥ WS rule RO15  |4-10s: M-. SSN 111223344
entltlement Stall 02/2072008 lE?Subtypes for infotype "Quota Corrections” (1) 1
— Transfer collected Avsence quotatype 30
i o = || Change accrual entitlement
immediately | [Cquota numper ESG|PSG...|AQTyp|Quota text |
3 15 30  SickLeave
& |[©Mncrease generated entitleme} 2~ 15 31 Annual Leave/Vacation
. CIICk & (Ente r) to ﬁ OReduce generated entitlemerf 2 15 34 Jus. Excess Leave
. 'F || OReplace generated entitlemed 2~ 15 35 Compensatory Time
Va“date =] 2 15 37 Exchange Time
E | Ghenep it 4 2 15 38 Military Leave
E T %]2 15 33  Holiday Credits
P 2 15 40 Excess Vacation Acrual
H ] 2 15 a1 Shared Leave
. CIICk (Save) to save 2 15 42 Personal Holiday - Shift
2 15 43 Settl Leave WSP
2 15 44 Recognition Lv (non-rep)
2 15 45 PH - Shared Lv. Donation
2 15 46 Sick Leave Pool
2 15 47 Uniformed Serv Lv Pool

% Instructor notes:

Select the correct quota type that you are correcting
Enter the number of hours of the accrual
Select Increase generated entitlement

Transfer collected entitlement immediately.

Click enter to validate your entries

Click save to save the record.

Once you click save a record will be created automatically by HRMS on

the Absence Quota (2006).




Changing Availability Date cont’d.

B Enter INZT60 in
the command
field to access
the Time
Evaluation

B Enter the
Personnel
Number

H Click ®
(Execute) to
generate report

Program Edit Goto System Help

£ :

IBICe@ DHRERIBDLOD

(@)C:]

HR TIME: Time Evaluation

Further selections | & Search helps | &

Sort order |

Selection
Personnel Number [=]
Personnel area
Personnel subarea
Payroll area

E

Parameters for time evaluation

Forced recalculation as of

Evaluation up to 12/31/2008

| Program options

[ Display log

[JTest run (no update)

[ Stop at functionfoperation BREAK

[ Stop at fixed positions in time evaluation

122
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Changing Availability Date cont’d.

| Verlfy the time |EJL09 Edit Goto View Settings System Help
transfer was |g 100 000 CHE 8000 DR 0B

successful Display Log Tree
)21 |2 Row [ &3 sunee |1 ol [ ]

. . . Time Evaluation
W Click[@| (Exityand T ™™
return to the SAP Successful personnel numbers
Easy Access screen

Personnel numbers with errors

Personnel numbers ended early
Personnel Numbers Rejected
Messages

—0 Statistics

Selected personnel numbers 1
Successful runs for 1
including with errors U
—Processing not completed for 0
0
0

Rejected
Total number of messages and error messages

Instructor notes:

Once we have verified the successful run, will want to view the employee’s absence
quota



Changing Availability Date cont’d.

Enter /INPA30 in the
command field

Enter the personnel
number

Click & (Enter) to
validate

Select the  Time Recording
tab
Enter the from date

Click the gray box t
the left of [& iz
Click &£ overview) to
display all records

il

=4

HR master data Edit Goto Extras Utilities Settings System Help

124

(7] 1 AH Qe CHE fDL0 I BR @B

Maintain HR Master Data

D7) =]

F Personnel no. 100000014 B
F..|| Name PATTERSON, PETE
| Persarea [1110] Dept of Personnel EEGroup|0] Permanent
PSubarea [0801| Non Represented  EESubgroup [81] Monthly(M) OT Exe.. Status  Active
Time Recording
g Infotype text |E| ﬂ f_e_@d
0 (| JPrannea Warking Time ¢ (2| | ®Period
[&[|[ |apsences CI | From [o2/16/2008|To  [02/28/2009
= Absence OToday O Currweek
? _Attendances OAll O Current month
' |||_/Attendance Quotas OFrom cur.date O Last week
E MQuota. C.orrections OTo Current Date O Last month
= | |Substitutions O Current Period O Current Year
E |_|Time Quota Compensation '@ = thooes
& Overtime [~
H. || [ Direct selection
] [| [ nfotype Absence Quotas sty
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Changing Availability Date cont’d.

4
Infotype  Edit Goto Extras System Help

¢ 1 4HCaQ BHR BDLDER O
Overview Absence Quotas (2006)

Choose

PersannelNo. 40000001 Name  PATTERSON PETE

Persarea 1110 Dept of Personnel EEGroup B Permanert

PSutarea 0031  Non Represented  EESubgroup 01 Monthiy(M) O Bre.. StatusActve
B Choose frte/2es[8)To  orceines) STy |

SR |

4

Absence Quotas
Start Date  |End Date  |A... |Quota text Start ded  |End ded.  |Number Deduction
0.00000
0.00000

Note:

You can also use Quota Correction (2013) to verify the availability date was
changed successfully and that the system accrued leave has been zeroed out.
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Changing Availability Date cont’d.

=4

] Enter the transaction HR master data Edit Goto Extras Utilities Settings System Help

de PA30 g 3dHCaQ SHE DDOD AR @E
code @ @] Maintain HR Master Data
o
B Enter the Personnel 81225 S ]
nO Personnel no 40000014
E Name  [PATTERSON, PETE
. ¥ !| PersArea [1110] Dept of Personnel EEGroup |8 Permanent
m Click 0 (Enter) to PSubarea [0081] Non Represented  EESubgroup [81] Monthiy(M
. Last date of the actual
va I |date accural month
Basic Personal Data  Payroll * Benefits (ITIERERICTIT] {
i i [
B Select the ' Time Recording = | [_[infotype text [E.][" ] [Period.
tab = |_|Pranned working Time v [2| | ®Period
(& | Jansences S| From [02/28/2008 10
& ||| labsence Quotas = Subtypes for infotype "Quota Corrections” (1) 1ak
B Enter the from date Y
= P restictons__| month
- ﬁ Attendance Quotas < Kk
W Click the gray boxto || e wf ~ Tm[m 8o 1o
1 _Sunsntutlons ESG|PSG... AQTyp|Quota text Year
the left of uotaCorrecﬂons E Time Quota Compensatif2 15 30 Sick Leave
Overtime 2 15 31 Annual Leave/vacation
] CI|Ck D(Create) & 12 15 34 Jus. Excess Leave ———
H..|| [ Direct selection 2 15 35 Compensatory Time
- Infotype 2 15 37 Exchange Time
to create a new record |1 o 22 e
2 15 39 Holiday Credits
[ | Select Quota Type 2 15 40 Excess Vacation Acrual
2B 1S a1 Shared Leave
2 15 42 Personal Holiday - Shift
2 15 a3 Settl Leave WSP
2015 a4 Recognition Lv (non-rep)
2 15 a5 PH - Shared Lv. Donation
2 15 46 Sick Leave Pool
2015 a7 Uniformed Serv Lv Pool

Instructor notes:

To zero out the system accrual:

Enter the employees personnel number
Select Time Recording Tab

Enter the Start date- LAST day of the accrual month. By using the same date of
the generated accrual this will not cause an orphaned record to be created.
We will be talking about orphaned records later in the class.

Note:

Start date- should be the Last day of the accrual month. By using the same date of
the generated accrual you will not create an orphaned record. (A record that is not
attached to a quota accrual)

** If HRMS has not generated the accrual for the employee, you will need to create
a tickler file to go into HRMS and zero out the system generated accrual to avoid
double accrual for the employee.



Changing Availability Date cont’d.

B Fields to complete:

— Quota number
= Enter a 0 (zero)

— Select Replace
generated
entitlement

— Verify that Do not
change transfer time
is selected

m Click ! (Enter) to
validate

[=] (Save) to save

E
Infotype Edit Goto Extras System Help

V] 2B CEQICHE HDLH0 PRI O®

Create Quota Corrections (2013)

l Extemal senvices

|:||:| EHE Personal work schedule | [»‘«w:tw‘.u allocation “ Cost assignment

PATTERSON Status Active
1110 Dept of Personnel
§56-112233

Personnel No
EE group
V' WS rule
Start

400000014 Name

0 Permanent Personnel ar
RO15 4-10s: M-.. SSN
02/28/2009

el

Absence quota type 30/ Sick Leave l

Change accrual entitlement

Quota number 0/ Hours

Olncrease generated entitlement
OReduce generated entitlement

@ Replace generated entitlement

Change transfer time
Transfer

Do not change transfer time :II

elol [ [<lalel gl o
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Quota Correction- Changing Availability Date =
cont’d.

=g
. Enter INZTGO In | Program Edit Goto System Help
v A8 e I QHE HDOHD @E

the command HR TIME: Time Evaluation

field to access

the Tlme ‘ Further selections ” L Search helps ” 2 Sort order |

H \ Selection

Evaluatlon | Personnel Number |
Personnel area
Personnel subarea E
Payroll are |

B Enter the i £

Pe I'SO n nel Parameters for time evaluation

N um be r Forced recalculation as of
Evaluation up to b2/28/2009 I

_Program options ’

i (€53 [ Display log
- CIICk - [Test run (no update)
(Execute) to []Stop at function/operation BREAK

[ Stop at fixed positions in time evaluation

generate report

Instructor notes:

The final step in changing the availability date is to run the time evaluation to
give the quota accrual to the employee.



Quota Correction- Changing Availability Date '»
cont’d.

. Verlfy the tlme |Evl:og Edit Goto View Seftings System Help
transfer was l@ 100 00 SHE D0on BR QB

successful Display Log Tree
) B ow [ e 7] 00 o ]

. . . Time Evaluati
m Click[@ (Exityand T~ m
return tO the SAP Successful personnel numbers
Easy Access screen

Personnel numbers with errors

Personnel numbers ended early
Personnel Numbers Rejected
Messages

—0 Statistics

Selected personnel numbers

Successful runs for

including with errors

—Processing not completed for

Rejected

Total number of messages and error messages

coo s

Instructor notes:

Once we have verified the successful run, will want to view the employee’s absence
quota

Note:
If vou receive the error measaae when vou run the Time Evaluation:

=1 Frocessing

— . Error entry no. 83 Error when creating absence quota
General information
Fule: 0O0OQ guota type 00

Two quota corrections have been created for the same day where one
correction either replaces (=) the entitlement and the other either reduces (-)
or adds (+) the entitlement.

To correct this error, Access the employees Quota Correction (2013)
determine which quota correction (either the reduce or add) and trashcan the
quota correction that was made in error, then re-run the Time Transfer again.



Exercise:
Change the availability date
Page 32
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Replacing the System
Generated Accrual

Instructor notes:

The following slides illustrate the steps necessary to correct the accrual, if
the accruals can not be corrected by updating the employees payroll master
data.

For example:

An employee was hired with accelerated accrual rates. As HRMS does not
allow for system changes for accelerated accrual rates, a quota correction
will need to be made to each month to replace the system generated
accrual.

Note:

Before replacing the system generated accrual rate, agencies should
evaluate why the employee has not accrued correctly. If master data entries
(i.e. Anniversary Date or other master data that affect employee accrual)
have caused the incorrect accruals, fix the master data and run the Time
Evaluation (ZT60).

Changes in working and/or paid leave hours can also affect the amount of
system generated quota accruals. If the employee has accrued too much
quota because the employee has more paid/working hours than entitled,
correcting the working/paid hours will correct the system generated quota
accruals when payroll and the Time Evaluation are ran again.



Replacing the System Generated Accrual

B To access a Quota
Overview, follow menu
path:

Human Resources 2>
Time Management ->
Administration = Time
Data = Quota
Overview

B You can also enter the
transaction code PT50
(Quota Overview) into

mmmmm CialA
l.I e LIUIIII riai IU ricida

enu Edit Favorites Extras System Help

Pqu UAH e S
SAP Easy Access

B ][]

b (O Favorites !
|~ &3 SAP menu |
b (3 Office |
b (3 Cross-Application Companents
b (3 Logistics |
b (3 Accounting !
~ & Human Resources :
© PPMDT - Manager's Desktop
b (3 Personnel Management i
< Q3 Time Management
b (3 Shift Planning
< & Administration
© PTMW - Time Manager's Workplace
< & Time Data

A DAL Moimbmin i
§ PAGT - Maintain i

© PAS51 - Display
© PAT1 - Fast Entry

'QEAWELFBIB !
[ PT50 - Quota Overview |

Gl
Q |g
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Instructor notes:

Another way to create a quota correction for an employee is by using the
transaction code PT50 (Quota Overview)
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Replacing the System Generated Accrual cont’d.

=
| Quota overview Edit Goto Employees Enyironment System Help
W Enter the e 1iEeee CHE B4 AD @6
Personnel no. Quota Overview
{82 Time evaluation || @ Projection (89 Selection |
. C“Ck & (Enter) tO IPersonnel NO. @
validate
i < Accrual information
. C“Ck the e ——— < Absence quotas I < Accrual i i ] 3 quotas
— ]
ta b General Overview
. . Quota type |Enti |Remaining [Unit =
B Click ALL in the [
selection intervals 5
Selection intervals
Deduction period 12/01/2008| - 12/31/2008
Validity period 12/01/2008| - 12/31/2008
Generation period 12/01/2008| - 12/31/2008
pr—
@ From today |@ Current Period ||ﬂ/§! Calendar year Il@ All
L
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Replacing the System Generated Accrual cont’d.

&
. Select the quota to | Quota ovenview Edit Goto Employees Environment System Help
g 2 JH e MR BDhod 0B

be CorreCted Quota Overview

. CIle the D ‘@J Time evaluation HE Projection ”% Selection [\Q} Display ‘El@
(C reate Correctlon) Persannel No 111111

Name CHASE, TY

= Personnel area 1110 Dept of Personnel  Cost Center 1110006008 DEFAUL..
. Flelds to EE subgroup 01)  Monthly(M) OT Bxe.. WS rule RO15 4-10s: M
complete: ‘
= i =
= Quota Correction
- COlTeCtIOI’] . [Ouota correction Comect
. Absence guota type 31 Annual Leave/\Vacation =
entltlement Generated entitiement 10.66667 |Hours %
- Replace Change accrual entitlement ] g
Correction entitlement 9.00000
geqerated | | 3
entltlement || Olncrease generated entitlement
O Reduce generated entitlement
= DO nOt Change @ Replace generated entitlement I
tranSfer tlme | Change transfer time
1 L Transfer Do not change transfer time [5]
B Click [ (Save) to
save ~E R

% Instructor notes:

Click the gray box to the left of the accrual that is needs to be
corrected.
Select the correction icon to the left (pierce of paper)

The screen that appears is the Quota Correction screen. It is the
same information that appears on the actual 2013 Quota Correction
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Replacing the System Generated Accrual cont’d.

B Enter INZT60 in
the command
field to access
the Time
Evaluation

B Enter the
Personnel
Number

H Click ®
(Execute) to
generate report

|@

=4
Program Edit Goto System Help

3dBCeQ I RHE DO

(@)C:]

HR TIME: Time Evaluation

Further selections " 2

Search helps H 2

Sort order

Selection

Personnel Number
—

[=)]

Personnel area
Personnel subarea
Payroll area

E

Parameters for time evaluation

Forced recalculation as of
Evaluation up to

12/31/2008

Program options .
[ Display log
[JTest run (no update)
[ Stop at functionfoperation BREAK
[ Stop at fixed positions in time evaluation

5
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Replacing the System Generated Accrual cont’d.

| Verlfy the time |EJL09 Edit Goto View Settings System Help
transfer was g 190 @G0 DHR 8000 BR OB

successful Display Log Tree
] ) 8 Row ][ 63 suee 5] 00 ]

. . . Time Evaluation
W Click/@| (Exityand [ ™™
return to the SAP Successful personnel numbers
Easy Access screen

Personnel numbers with errors
Personnel numbers ended early
Personnel Numbers Rejected
Messages

—0 Statistics

Selected personnel numbers

Successful runs for

including with errors

—Processing not completed for

Rejected

Total number of messages and error messages

coo s
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Replacing the System Generated Accrual cont’d.

Enter /INPA20 in the
command field

Enter the personnel
number

Click & (Enter) to validate

Select the  Time Recording
tab

Enter the from date

Click the gray box to the
left of | /ABsenceGuGtEs

Clickl& (overview) to
display all records

=4

HR master data Edit Goto Extras Utilities Settings System Help

g

20 e SHE DLD PR @B

Display HR Master Data

Personnel no.

HsIE)

Basic Personal Data  Payroll Bendﬁts- UCERGTIVEN © Addtl. Personal Data KIDE|

Infotype text

Planned Working Time
\Absences

\Attendances

[ lattendance Quotas

Quota Corrections
Substitutions

Time Quota Compensation
Overtime

|
0] 6]

“ || | Direct selection

Infotype

Period
| @Period
From To
OToday O Currweek
OAll O Current month
OFrom cur.date OLast week
OTo Current Date OLast month
O Current Period O Current Year
STy

/
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Replacing the System Generated Accrual cont’d.

&
Infotype  Edit Goto Extras System Help
|€ 100000 CHE dDo0 DR 08
Overview Absence Quotas (2006)
Personnel No. | 111111111 Name CHASE, TY
PersArea 1110 Dept of Personnel EEGroup|0' Permanent
¥ '| PSubarea 0801 | Non Represented  EESubgroup |81 Monthiy(M) OT Exe.. Status Active
@ Choose |01/01/1808 To  |12/31/9999 STy.
| Absence Quotas
Start Date IEndDate [A,.,IQuotalext ]Standed IEndded. ]Number ]Deduclion |
] 10/01/2008 10/31/2008 = 30Sick Leave 10/16/2008 12/31/9999 8.00000 0.00000
| Hoii3o08 10/1/2008 31 Annual LeavenVacation 10/16/2008 12/31/9999  8.0000 0.00000
E 09/01/2008 09/30/2008 = 30Sick Leave 09/16/2008 12/31/3999 §.00000 0.00000

m Verify the replacement was successful

B Click the €(Back) button to return to Maintain HR Master Data

8

Note:

If quota accruals have been reduced that already have been used by
deductions from absences or quota compensation records, a re-
evaluation and redistribution of quotas and deductions may be need
to be performed to correctly apply deductions to the right accruals.

Contact the Department of Personnel, ISD Helpdesk (360)664.6400
or HELPDESK@dop.wa.gov for assistance.
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Removing Accrued Leave

%’ Instructor notes:

If there a directive (legal or other personnel actions that require
reduction of quota balances available)

You can reduce the quota balance by creating a Time Quota
Compensation (0416). Contact the ISD Helpdesk for assistance
when creating a Quota Compensation

Note:
Refer to the User Procedure Quota Removing Accrued leave for
assistance in removing leave.



Removing Accrued Leave

B Enter the
transaction code
PA30

B Enter the
Personnel
Number

=4
HR master data Edit Goto Extras Utilities Settings System Help

< A HIC@QICHEIDDON

HE @@

140

Maintain HR Master Data

Personnel no 22222222
Name SMITH, JANE

PersArea |1110| Dept of Personnel EEGroup 8| Permanent
PSubarea 0001 Non Represented  EESubgroup |01 | Monthiy(M) OT Exe

el

[ | Select | Time Quota

H Click ©
(Create)
to create a new
record

B Select Free
Compensation

Status  Active

Basic Personal Data_ Payroll  Benefits T st el
1 (= Subtypes for infotype "Time Quota Compensation” (1) 1
@ Infotype text
| |Planned Working =

@ 4ADSEI’1I:ES V @-

'E AADSEHCE Quotas —

S ||| Jattendances ESG|PSG...|Comp.me..]Description ‘

5 Attendance Quotdl2__ 15 1000 F!'ee compensation

L M oucta corectiond 2~ 15 9001 Sick Leave Buyout - Tax

E | 2 15 9002 Sick Leave Buyout -No Tax

i Baul 2 15 9003 Annl Leave Buyout-Ret

E IEE;;Eime e 2 15 9004 Annl Leave Buyout -No Ret
2 15 9005 Sick Leave Buyout-Annual

M- || [irect selection 2 15 9006 Comp Time Buyout

(|| nfotype 2 15 9007 Sick Leave Buyout - VEBA
2 15 9008 Comp Time Buyout-No Ret
2 15 9009 Holiday Credit Buyout WSP
2! 15 9010 Settl LV Buyout WSP-NoRet
2 15 9011 Settl Ly Buyout WSP-Ret
2 15 9012 Hol. Cr. Buyout WSP-NoRet
2 15 85990 YTD Sick Lv Taken - Conv

reek

2t month
veek
nonth

1t Year

Addtl. Personal Data I (LT

Note:

Agencies can reduce the quota balance and the availability of quota
by increasing the amount deducted from available quotas. Create a
Time Quota compensation (0416) record with the desired quota type

and hours.
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Removing Accrued Leave

=
| inioiype Edit Goio Exiras Sysiem Help
B Fields to [@] 2 (alece Sk anoo OO @8
| Create Time Quota Compensation (0416)
complete: RS e ¥ e
— Start E Personnel No. | 22222222 Name | SMITH, JANE
. |F.]| Persarea 1118 Dept o Personnel EEGroup 0| Permanent
— Time quota type | PSubarea (0061 Non Represented  EESubgroup [81] Monthiy(M) OT Exe. Status  Active
—_ NO to Start 01/15/2008
Compensate Comp. method 1000/ Free compensation
1\ Check DO NOT |
£ ACCOUNT E Corpensation specifications
— E o)
\@ O Manual compensation
B Click 0 (Enter) to & | Time quotatype 31/ Annual Leave/Vacation |
; I[%|| Compensation ruie
validate ‘ﬁ No. to compensate
. ] =]
m Click Bl (save)to |
save ‘@ e
‘@ ATy |0uutatext |En!i|\ |Umt |Cnmpv |Rem IW[ |Amuum |Cun |Q[Deductianfvv.|Deduclinnm |@
15 H 30Sick Leave 19040000 Hours 0.00000 7.80000 0.00 01/16/2006 12/31/9999
] | | 308ickLeave 8.00000 Hours 0.60000 8.00000 0.00 02/16/2006 12/31/9999
‘ L 30Sick Leave 8.00000 Hours 0.60000 8.00000 0.00 03/16/2006 12/31/9999

%/nstruotor notes:

Enter the start date
Select the correct quota type to correct

Enter the number of hours to adjust

Check Do not account- if this is left unchecked it will compensate the employee for the amount of
hours entered in the number to compensate field.

Click enter to validate your entries.
Save.

VERY IMPORTANT:
Agencies must select the “Do Not Account” box or the quota hours entered will be paid.
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Negative Quota
Corrections

If creating a quota correction to reduce the hours, you must key in the
system generated accrual date, otherwise this will create an orphaned
record (a record with a deduction entered, but no accrual record with the
start that matches the correction entered.)
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Negative Quota Corrections

|E7
Infotype Edit Goto Extras System Help
K 190 /e6e CHE fnoo BF QE
Overview Absence Quotas (2006)
E Personnel No. 400000000 Name DAVIS, JANE
PersArea |3105|Wash Carrections Center EEGroup 0| Permanent
| PSubarea 0OTA| Institutions EESubgroup |06 M-OT Elig=40nhrsiwk  Status  Active

Choose D1/D1/1800T0 1213179998 STy. |42

Absence Quotas

Start Date lEnd Date ]A IQuotatexl [Starl ded [End ded. INumher lDedutlion From

] 12/31/2008 12/31/2008 = 42Personal Holiday - Shift 12/31/2008 12/31/2008 1.00000- 0. 6oa00
— 12/31/2008 12/31/2009 = 42Personal Holiday - Shift 01/01/2009 12/31/2009 1.00000 0. 0ooo0
(=] [ 1062072008 0B/2012008 | A2Personal Fonday - St 0612012008 12091/2008 | 1.00000 __0.00000

B The employee now has a negative number for
Personal Holiday-Shift

Scenario:

Agency was verifying the steps of converting an employee’s personal holiday to be
donated for shared leave. When verifying the Absence Quotas (2006) it was noted
that the employee has a negative quota type 42 as well as a positive quota type 42.

We need to check the employee’s quota correction (2013) to view where the error
made

To view: use PA20/Quota Correction/ key 42 into the subytype field. Select
overview.

Note:

To determine where the error was created:

Use the transaction code PA20 (display HR Master date), select Quota Correction
(2013) enter 42- Personal Holiday- Shift into the Subtype in the infotype direct
selection and choose overview.



Negative Quota Corrections cont’d.

=4

Infotype Edit Goto Extras System Help

& 2 AH @@ CHE LD EE @

Display Quota Corrections (2013)

DDD ‘ D[m Personal work schedule | I I Activity allocation ” Cost assignment ” External services | ‘ D

Personnel No 40000000 - Name DAVIS .| Status Active
EE group [a] Permanent Personnel ar  |3105 Wash Corrections Center
~ 'l WS rule FULL 5-8s: M-F. SSN

Start 12/31/2008] Chg. [12/24/2008KELLYW

Absence quota type 42[=) Personal Holiday - Shift

Change

Quota number [ 1.00000 | Days

Incre generated entitlement

ntitlement ||

Transfer method
should have been Do
NOT change Transfer
time

Change transfer time
Transfer X Transfer collected entitlement immediat...= |

eloll«lwlalal 0

B The incorrect Change Transfer time was selected and caused the

negative quota correction.
B Should be Do not Change Transfer Time

Sta
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Negative Quota Corrections cont’d.

=

<

Infotype Edit Goto Extras System Help

| /00 SO CHE oo ERE @@

Change Quota Corrections (2013)

<

lol[ ] [«lale fal[8]C

Stat

[&][2][LI}[ ][ Personal work schedule ||| Activity allocation |[ Cost assignment || Extemal senices || [5=]

Personnel No | 4000000a] Name DANS | Status Active

EE group (6] Permanent Personnel ar 3105 Wash Corrections Center
WS rule FULL 5-8s. M-F.. SSN 111-11-11111 ]

IStart | 8/31/2008 u Chg. [12/24/2008 KELLYW

Absence quota type 42 Personal Holiday - Shift

Change accrual g ‘
Quota number 1.00000 | Days

O Increase generated entitlement
@ Reduce generated entitlement I

O Replace generated entitlement

Change transfer time

Transfer Do not change transfer time = |

To fix the error:

— Create a quota correction with the correct transfer method
— Run the Time Evaluation(ZT60) to reduce the PH-Shift to zero

145
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Negative Quota Corrections cont’d.

=4
| Infotype Edit Goto Extras System Help
|@ 100 @60 CHE a0na DR 0B
Overview Absence Quotas (2006)
E Personnel No. 400000000{ Name DAVIS, JANE
PersArea 3105 Wash Corrections Center EEGroup |0/ Permanent
| PSubarea |0GTA  Institutions EESubgroup |06| M-OT Elig>40hrsiwk  Status  Active

[ Choose D1/01I18E]BTU 12/31/9999 STy. |42

Absence Quotas

Start Date IEnd Date |A lOuota text IStan ded IEnd ded. |Number IDeduction

m 12/31/2008 12/31/2009 | 42Personal Holiday - Shift 01/01/2009 12/31/2009 1.00000 0.00000
E 08/29/2008 08/29/2008 = 42Personal Holiday - Shift 08/29/2008 12/31/2008 0.00000 0. 00000
i)

W After the Time Evaluation (ZT60) is ran, verify the correction
B The Personal Holiday-Shift is now reduced to 0 (zero)

% Instructor notes:

Once you fix the quota correction with the appropriate transfer method and run time
evaluation the personal holiday shift is reduced to zero.




Additional Scenarios
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Troubleshooting Common Quota Questions

B Scenario # 1 Employee did not accrue quota as expected:
B Enter the Transaction code PA20 to check the following infotypes:

— Absence Quotas (2006) Check to see if a record exists

— Planned Working Time (0007) Verify the Additional Time ID field is
set to “00” or “02”

— Payroll Results 2 (9402) Verify the employee has sufficient hours
worked to accrue leave

— Date Specifications (0041) Verify the dates are correct

— Payroll Status (0003) Verify that the PDC error indicator is not
checked

— Actions {0000) Check if the employee is “active” at the end of the
accrual month

— Organization Assignment (0001) Verify the employee belongs to
the accrual agency

— Run Time Evaluation with displayed log checked.

Instructor notes:

If your employee did not accrue quota as expected things use the transaction code
PA20 to display the employees record.

First check the Absence quotas infotype to verify that a record was created.

Next you want to check that employees Planned Working Time (0007) is set up so
the employee will accrue leave- verify that they have either a 01, or 02 in the
additional time id field.

Then you will want to verify the employee’s Payroll Results 2 to verify that the
employee worked enough hours to accrue leave (80 hours)

Verify that the Date Specifications (41) infotype has the required date types to
accrue leave- 01, 03 and 07

Check the employee’s Payroll Status infotype: check that the PDC error indicator is
not checked- if this is checked this indicates that the employees time evaluation did
not process correctly Run the Time Evaluation (ZT60) with the log checked to see
what and when the error occurred.

Actions infotype to verify that the employee was in active status for the entire pay
period in question. Next you will want to view the Organizational Assignment
infotype to see if there were any changes to the employees’ accrual agency.

Once you have viewed all infotypes, make the necessary corrections and run the
time evaluation with the display log checked.
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Scenario # 2 Adjusting accrual rates

=
[ ] i Menu Edit Favorites Extras System Help
To display HR Master | ‘
Data, follow menu | & e e Of
path: SAP Easy Access
Human Resources -> BE | B =2 [~][«]
Personnel : 4
D (3 Favorites
Mangg_eme_nt -> |> & saP menu
AdmInIStratlon % HR g gggzzA lication Components
Master Data = b ClLogistil:sp ° °
Maintain D (3 Accounting
| ¥ & Human Resources
B You can also access gPPMDT-Manager's Desktop
A . | 2 Personnel Management
the mfotype'by using ' < €3 Administration
the transaction code , v & HR ';\AAa:éer F?ata -
. p © - Personnel Actions
PA30 (Maintain HR
Master data) © PA20 - Display

@ PA10 - Personnel File
@ PA70 - Fast Entry
@ PAA42 - Fast entry: Actions

Instructor notes:
Scenario:

A rehired employee’s anniversary date needs to be adjusted for prior state
service. The employee currently accrues 10 hours of annual leave, with the
adjustment of the employee’s anniversary date the employee should be
accruing 10.66667 hours.
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Scenario # 2 Adlustmq accrual rates

B Enter Personnel
Number

m  Click @|(Enter) to
validate

m  Click the gray box to
the left of [ b

W Click & (Overview) to
display all

B Check the box to the left

of the current record

m Click[@ (Copy)
to copy the record

HRmasterdala Edit Goto Extras Utilities Settings System Help

|a DA H @@ SHE DnLaD R @@

Maintain HR Master Data

O]
Personnel no koooee13
Name SEMANKO KEN
< | PersArea (3105 Wash Corrections Center EEGroup 0] Permanent
PSubarea |00TA | Institutions EESubgroup [86] M-OT Elig>40hrsiwk ~ Status  Active
_Payroll  Benefits_, Time Recording , Addtl. Personal Data [y, <[> '3
=] Infotype text E.][ ] [Period
[ |actions  [2]] | OPeriod
|_|organizational Assignment v = From [61/01/1800|To  [12/31/9999
|_|Personal pata < O Today O Curr.week
| |addresses L4 @ All O Current month
| _[P1anned working Time o OFrom cur.date O Last week
| [Basic Pay i OTo Current Date O Last month
Lonizact v O Current Period O Current Year
= (=] = Choose
Family/Related Person =
o= e

=
Infotype Edit Goto Extras System Help

@

1A H CEaQ SHE Do R @

List Date Specifications (0041)

REEEE

Personnel No. | 40000013 Name SEMANKO KEN |

PersArea |3105| Wash Corrections Center EEGroup 0| Permanent

PSubarea [BBTA| Institutions EESubgroup 06 M-OT Elig>40hrsiwk  Status  Active
[ Choose B1/B1/1800t0 12/31/9988

]From ITo [DA.[Da!e ]D.,]Date [D..[Dale [D..]Date

8/29/2008 12/31/9999 01 08/29/2008 02 08/29/2008 03 08/29/2008 05 08/29/2008




Scenario # 2 Adjusting accrual rates

=

[ Flelds to Complete Infotype Edit Goto Extras System Help
(V] 2 dBICee SHE BDOaNO @@

— Start Date Copy Date Specifications (0041)

— Anniversary Date LBl
[ Personnel o, [4a00813 Name  [SEMANKO KEN
PersArea 3105 Wash Corrections Center EEGroup |0/ Permanent
W ALAL @ /At ae) | Psubarea |aTA| Institutions EESubgroup [08] M-OT Elig>40hrsiwk  Status ~ Active
= UINLR [MILETIET) WO 0 12/31/9999
validate
Date Specifications
[} CIle (Save) to 0 Date type Date Date type Date
= | |01 Anniversary Date 07/15/2006 02| Appaintment Date 08/29/2008
save 03| Original Hire Date 08/29/2008 05| Seniority Date 08/29/2008
07| Unbroken Srve. Date |08/29/2008 09| Vac Lv Frozen UpTo  |02/28/2009
18| Prsnl HolidayElgblty  |08/29/2008
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% Instructor notes:

Start date should be effective date
Make the adjustment to the employee’s anniversary date
Press enter to validate and save
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Scenario # 2 Adjusting accrual rates

. =
B Enter the transaction I R e o
. 1l 4@ { s 7 o
code /NZT60 in the HR TIME: Time Evaluation
command field
B Enter the emp|0yee’s [ Futherselections [ Searchhelps [ Sort order |
Selection
Personnel Number e e 40000013
. Personnel area =
B Forced recalculation Personnel subarea E
as of— Date should Payrol area B
match date entered on
g . Parameters for time evaluation
Date Specification Forced recalculation as of 77152008 [2)

Evaluation up to 03/31/2009

B Click ® (Execute)to pispiay Log Tree
execute the process (5] [=1[E2 Row |[ET Subtree ][] [E3] <] (0] =) ]

Log: Time Evaluation

—02 General data
Successful personnel numbers
Personnel numbers with errors
Personnel numbers ended early
Personnel Numbers Rejected
Messages

L= Statistics

Selected personnel numbers
Successful runs for

including with errors

Processing not completed for

Rejected

Total number of messages and error messages

(=)= N=N=RNN

Instructor notes:

Because you have adjusted the employees anniversary date, additional leave
accrual is due to them.

Access the Time Evaluation (ZT60)
Enter the PERNR for the employee

Under the Parameters for time evaluation enter the same start date that was used
on the Date Specifications (0041).

Verify the evaluation was successful
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Scenario # 2 Adjusting accrual rates

E

u Verify that the Infotype Edit Goto Extras System Help
employee’s accrual ’ D idicee Wk 8daa AR oW

rates have been Overview Absence Quotas (2006)

adjusted.
E Personnel No. |40000013 Name ~ |SEMANKO KEN
B If there are any Persrea [3108| W Corectons Center EEGroup 0] Pemaret
deductions tOV\{ardS 7| PSubarea 00TA Insttutons EESubgroup |06 M-OT Elig>d0hrstwk  Status ~ Active
the employees B o BroEm@no [omem sy

accruals you may
need to contact the
ISD Helpdesk for a
redistribution of
quota

Absence Quotas

Start Date |EndDate IAMIOuotatext |Standed IEndded‘ Number Deduction |
1110172008 11/30/2008  31Annual LeaveNvacation 02/26/2009 12/31/9999 | 10.66667 0.00000
10/01/2008 10/31/2008  31Annual Leavelvacation 02/26/2009 12/31/9999 | 10.66667 0.60000
09/01/2008 09/30/2008 ~ 31Annual Leave/Vacation 02/26/2009 12/31/9999 | 10.66667 0.00000

_ 0
LT T 11

Instructor notes:

The final step is to View the employees Absence Quotas to verify that the accrual
rates have been updated. If the employee has deductions already attached to a
quota accrual, and there is still leave available

(For example: After the adjustment to the employees accrual rates, the employee
accrued 10.66667 of Annual leave for October

the deduction field shows that 9 hours have been used for this accrual (as the
employees old accrual rate was 9 hours)

The employee accrued 10.66667 of leave in November and the deduction field
shows that 7 hours have been used for this accrual. As HRMS is a “first in’ first out
a redistribution of time will be needed, as the October accrual still has an available
balance of 1.66667

”
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Scenario # 3 Giving a Personal Holiday

=g
H To d|sp|ay HR Master | Menu Edit Favorites Extras Syslem_ Help
Data, follow menu | & i Cee DR
path: SAP Easy Access
Euman Resources - &= v][«]
ersonnel [P" O Favorites
Management - ~ €3 SAP menu
AdmInIStratlon 9 HR E gg::gg:/\ lication Components
Master Data > b ClLogistic:f i i
Maintain D (3 Accounting
< & Human Resources
B You can also access ZEPMDT-mnaQEf'S sl
. . 2 ersonnel Managemen
the InfOtype_by usmg <~ & Administration
the transaction code ~ aHR MasterData___
. . N - FPersonnel Actions
PA30 (Maintain HR
Master data) 2 PA20 - Display
2 PA10 - Personnel File
@ PA70 - Fast Entry
_ @ PA42- Fast entry. Actions
HR

Instructor notes:

This is a one time process for employees hired from January 1st through
December 15t. This will require a manual accrual for their Personal Holiday.
This will be processed by the Leave Corrections Processor by completing a
Quota correction.

For new employees who are eligible for a Personal Holiday and are hired
between Jan 1 and Dec 1 will need to have their personal holiday quota
balance given to them via a quota correction

This is a onetime action as each December HRMS will automatically give



Hollday cont’d.

Enter Personnel Number
Click ‘@] (Enter) to validate
Select the TimeRecording  tab
Enter the Start Date

Click the gray box to the left
of \Douom Carrections select

Enter the start date

Click O (Create) to create
new record

Shift
A

S 7

ip:
Use the employee’s hire
date as the start date

Scenario # 3 Giving a Personal

=4
HR master data Edit Goto Extras Utilities Settings System Help

i dHCa@ CHR DDOaD e]L]

B Select 42 (Personal Holiday-

[@=] Maintain HR Master Data

Personnelno. 40000145 B
Name  DOE, JANE
PersArea 1110 | Dept of Personnel

HElHE =

EEGroup |0/ Permanent

PSubarea 8881 Non 01 OTExe.. Status Active
Basic Personal Data  Payroll - Benefits TAm@ Recording Addtl. Personal Data IoTE

L1

= | [ioype e [E]("] [Period

=l [Planned Working Time v (2| ©Period I

@ IAbsences Erom_08/29/2AA21Tn.

- [ Sublypes for infotype “Quota Corrections” (2) 460 Enties found B

& || [ Ansence Quotas

2| L i

= | | lattendance Quotas

A

- [roum Corrections -- ]
T 10 30  Sckleave =

SRETEFD 110 81  AnnualLeaveNVacation £l

E Time Quota Compensati{1 10 34 Jus. Excess Leave u
110 35  Compensatory Time

Gf||_lovertme 110 37 Exchange Time

H - - 110 3 MitayLeave L

Direct selection 110 39 Holiday Credits

] || infotype Quoft 10 40 Excess Vacation Acrual
110 41  SharedLeave
17710742 Personal Holiday - Shift
110 43 SeftiLeave WsP
110 44 Recogniion Ly (non-rep)
110 45  PH-SharedLv.Donation
110 46 SickLeavePool
110 47 Uniformed ServLy ool
115 3 Sickleave
115 31 AnnualLeaveNvacation
115 84 JusExessleave
1 15 35  Compensatory Time |
115 37  Bxchange Time 5
115 38 witayLeave ]
460 Entres found

Tip:

Before completing a quota correction, first verify that the employee has date type

18-Prsnl HolidayElgblty created on their Date Specifications (0041) infotype.




Scenario # 3 Giving a Personal Holiday

cont’d.
. FieldS tO complete Ejlnfmype Edit Goto Extras System Help
@ o {@]eee CHE 8000 BF QB
— Quota Number — Create Quota Corrections (2013)
— lncrease generated %D [Hm Personal work schedule | [ ty allocation H ost assignment H External senvice: | D
s Personnel No | 40000145 Name DOE, JANE Status Active
entltlement EE group 0/ Permanent Personnel ar 1110 Dept of Personnel
¥ '| WS rule RO15 4-10s. M-.. SSN 500-100-1045
— Transfer collected
entitlement
. : Absence guota type A2Personal Holiday - Shift
immediately -
@ Change accrual entitlement
Quota number 1.00000 | Days)
ick @ E
. CI'Ck j(Ente r) to E @ Increase generated entitlement |
Valldate % OReduce generated entitlement
. i OReplace generated entitlement
B Click®& (Save) tosave | :
Change transfer time
% Tra:sfer X Transfer collected entitiement immediat. :ll

Note:

After you click save, you will want to run the Time Evaluation (Zt60) to transfer the
quota to the employee.
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Scenario # 3 Giving a Personal Holiday

157

cont’d. _
i | Program Edit Goto System Help
B Enter the transaction |@ 148 €0@ BHR 80a0 BE B
code INZT60 in the HR TIME: Time Evaluation
command field & 23GE
y \ Further selections "fé Search helps "<> Sort order
B Enter the employee’s v
Personnel Number [ Personnerumber €]
Personnel area 2
| Evaluation up to Date — Personnel subarea 2
Payroll area 3

let default to the last day

of the month
Parameters for time evaluation
H Click @ (Execute) to Forced recalculation as of

Evaluation up to 12/31/2008
execute the process

[ Program optons
[Display log
[ Test run (no update)
[ Stop at function/operation BREAK
[]Stop at fixed positions in time evaluation
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cont’d.

| Verlfy the time |EJL09 Edit Goto View Settings System Help
transfer was |g 100 000 CHE 8000 DR 0B

successful Display Log Tree
)21 |2 Row [ &3 sunee |1 ol [ ]

. . . Time Evaluation
W Click[@| (Exityand T ™™
return to the SAP Successful personnel numbers
Easy Access screen

Personnel numbers with errors

Personnel numbers ended early
Personnel Numbers Rejected
Messages

—0 Statistics

Selected personnel numbers 1
Successful runs for 1
including with errors U
—Processing not completed for 0
0
0

Rejected
Total number of messages and error messages

Instructor notes:

Once we have verified the successful run, will want to view the employee’s absence
quota



Scenario # 3 Giving a Personal Holiday
cont’d.

&
/ i i HR master data Edit Goto Extras Utilties Settings System Help
W Select the  TmeResordng | tap (o 00 0@e SHE B80S 00 08

] SeIeCt Absence QUOtaS Maintain HR Master Data

2006 @||
( ) E Personnel no. 40000145
. . Name  DOE, JANE
B In the Period section, JT e ez remaren
SeleCt the A" radio button PSubarea |8061 | Non Represented  EESubgroup 81| Monthiy(M) OT Exe.. Status  Active
. Q - Basic Personal Data | Payroll / Benefits M Tt el Bl Addtl. Personal Data 0G|
W Click s (overview) - L eovar oot TR v esoves 123
=||1|infotype text E Period
= EI|
[ [_Planneuworkmgnme v [4)|| ®Period
@ | _lAbsences E - From To
a | Absence Quotas I OToday O Curr.week
=il endances OAll O Current month
F|
\ ? ”;AﬂENUHHCE Quotas OFrom curr.date OLast week
< 7 E | |Quota Corrections OTo Current Date OLast month
4 ) LSubstitutiuns O Current Period O Current Year
ip: E LTImE Quota Compensation & I]
; | |overtime =
Enter the quota type 42 into
. H Direct selection
the Sty field to narrow the 1] toype Aosence Quots
search results

Instructor notes:

Once the Time Evaluation has processed, verify the employees record that
has been created. Access the employee’s Absence Quotas (2006)

Narrow the search results by entering the quota type 42- Personal Holiday-
Shift in the STY (subtype) field.



Scenario # 3 Giving a Personal Holiday

cont’d.
E
Infotype  Edit Goto Extras System Help

G dHCAQ CHE DDLL BE @®
Overview Absence Quotas (2006)
[ | personmeiNo. 40000145 | Name | DOE, JANE |
PersArea 1110 | Dept of Personnel EEGroup 6] Permanent
v ' Psubarea| .| EESubgroup 86| M-OT Elig>40hrsiwk  Status  Acive!

@ Choose [01/01/18068) To  [12/31/9999 STy. |42 |

Absence Quotas

Start Date |End Date IA...IOuota text IStan ded ]End ded. Number

(| |L2ei2812008 0812972008 _42Persanal Holday - Shit 08/29/2008 _12/31/2008 1.00000
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entered
=
Infotype Edit Goto Extras System Help
(V] A EHIC@Q SHE DDon ®®
Overview Absence Quotas (2006)
E Personnel No. 40000145 Name DALLAS, ERIN
PersArea |4050| Dept of Transportation EEGroup C| Project
'| PSubarea [0801| Non Represented  EESubgroup |01 Monthly(M) OT Exe..  Status  Active
f Choose |12/16/2007 To 01/31/2008 STy.
[ Absence Quotas
Start Date lEnd Date IA |Quota text |Stan ded End ded. Number Deduction
1 12/31/2007 12/31/2007 = 30Sick Leave 12/31/2007 12/31/9999 5.71432- 0.00000
— 12/31/2007 12/31/2007 = 31Annual Leave/Vacation 12/31/2007 12/31/9999 5.71432- 0.00000
@ 12/31/2007 12/31/2008 = 42Personal Holiday - Shift 01/01/2008 12/31/2008 1.00000 0.00000
@ :12]16/2007 12/16/2007  30Sick Leave 12/16/2007 12/31/9999 8.00000 §.00000
' | [12116/2007 12/16/2007  31Annual Leave/Vacation 12/16/2007 12/31/9999 8.00000 §.00000
'% _12/11/2007 12/31/2007  30Sick Leave 01/01/2008 12/31/9999 5.71432 3.50000
= 11271172007 12/31/2007  31Annual Leave/Vacation 01/01/2008 12/31/9999 5.71432 5.71432

B Employee has a double accrual for the month of December.
B System gave employee the December accrual effective 1/1/08

B Agency did a quota correction to give the employee their
H'IR accrual effective 12/16/08 at a higher rate

% Instructor notes:

Employee earned leave for December 2007 in the second half due to insufficient
hours in the first half of the month. The Start date of the employees accrual is
1/1/2008 with a rate of 5.71432.

The agency did a quota correction to give the employee their quota accrual of 8
hours effective 12/16/08.

This employee now has a double accrual for the month of December.

Note:

Employee earned their December '07 leave accrual (5.71432) in the second half of
the month due to insufficient hours in the first half. (Start ded 1/1/2008)

The agency gave the employee the accrual of 8.00000 effective 12/16/2007 (Start
ded of 12/16/02007). The accrual amount is incorrect as well as the effective date.
The start ded date should have been the day the employee met the 80 hour
requirement.
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entered cont’d.

(=

Infotype Edit Goto Extras System Help
(v 3 dEH CaQ SHE DO HE @B
Overview Absence Quotas (2006)
=
| | Personnel No. 40000145 Name DALLAS, ERIN
F..|| PersArea 4050 Dept of Transportation EEGroup |C| Project
¥ | PSubarea 6681 Non Represented  EESubgroup |81] Monthly(M) OT Exe..  Status  Active

@ Choose 12/16/2007| To 01/31/2008 STy

[ Absence Quotas )

Start Date  |End Date  |A... [Quota text [Start ded  [End ded.  [Number [Deduction [From [0 L |@

) | [12/31/2007 112/31/2007 | 30Sick Leave 12/31/2007 12/31/9999 5.71432- 0.00000 [2]
— 12/31/2007 12/31/2007 = 31Annual Leave/Vacation 12/31/2007 12/31/9999 5.71432- 0.00000 5
@ " 1213172007 123172008 42Personal Holiday - Shift 01/01/2008 12/31/2008 1.00000 0.00000
@ :12/16/2007 12/16/2007 = 30Sick Leave 12/16/2007 12/31/3999 8.00000 8.00000
B 12/16/2007 12/16/2007 = 31Annual Leave/vacation 12/16/2007 12/31/9999 8.00000 8.00000
'ﬁ 12/11/2007 12/31/2007  30Sick Leave 01/01/2008 12/31/9999 5.71432 3.50000
= | L Li3iiiii7_1omuponz atAnoual | eavevacation  DUOAONA 12/31/9999 520430 57143

B Select the incorrect quota to determine when time was used
against the accrual.

B Select Choose to view the record

%nstruotor notes:

The time that was used for each of these quota types needs to be determined
and removed from CATS. If these entries are not removed, they will be
‘orphaned’ records. Quota sitting on a zero accrual.

Note:

Once you have determined the date the hour has been used, you will need to
access CATS to remove the entry. If the entry is not removed, it will cause the
hour sitting on a zero quota.

Once the corrections have been made, enter the time back into CATS.
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entered cont’d.

=
Infotype EditExlrgs System Help

< = R e e @
Display Abs
DDD D[ Accountina/Loaisﬁcs specs > allocatior ” Cost assignment H External services I [:]
..... T Deduction Ctrl+F8 ' S, ERIN
PersArea 4 S = EEGroup |C| Project
~ '| PSubarea G,_:ff...l@Dlsplay Quota Deduction e
From 12/1ﬁ—m?[—l—|23 =
__||pate |ITtext  [AvA type| Deduction|unit |
Absence quota 04/01/2008 Absences 9048 1.00000 Hours
Category 10/01/2008 Absences 9048 2.50000 |Hours

LA =
Time
@ Quota number
[&|| peduction bEOE0
& || Deduction from
% || Deduction to
¥

v][x]
B On the menu bar select Goto =» Deduction to view the date the quota was used.
B Go into CATS and remove the entries.

% Instructor notes:

Once you have determined the date the hour has been used, you will need
to access CATS to remove the entry. If the entry is not removed, it will
cause the hour sitting on a zero quota.

Tip:

Put your cursor in the deduction field and double click to display when the
deduction was taken.

Note:

If the leave was taken within the current month or two, remove the entries
from CATS.

If the leave was taken was used in multiple months, to adjust the leave
balances you will need to call the ISD Helpdesk for a redistribution of time.
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entered cont’d.

=4

Infotype Edit Goto Extras System Help

g =020 ndleee CHE nhan BR eE

Overview Absence Quotas (2006)

~ | Personnel No. 40000145 | Name |DALLAS, ERIN 1
PersArea [4050| Dept of Transportation EEGroup|C| Project
¥ '| PSubarea (8081 |Non Represented  EESubgroup |01 Monthly(M) OT Exe..  Status  Active

@ Choose [12/16/2007) To  [01/31/2008 STy. |
Absence Quotas

= ‘ . '

@ 12/31/2007 12/31/2008 = 42Personal Holiday - Shift 01/01/2008 12/31/2008 1.00000 0.00000
@ 12/16/2007 12/16/2007 | 30Sick Leave 12/16/2007 12/31/9999 §.00000 §.00000
= 12/16/2007 12/16/2007 = 31Annual Leave/Vacation 12/16/2007 12/31/9999 §.00000 §.00000
'% 12/11/2007 12/31/2007 = 30Sick Leave 01/01/2008 12/31/9999 5.71432 3.50000
Kl : [12/31/2007  31Annual Leave/Vacation 01/01/2008 12/31/9999 5.71432 5.71432

B Agency did a quota correction to remove the system
generated accrual

State of Washington

% Instructor notes:

To correct this the agency tried to do a quota correction to reduce the
incorrect hours. As a negative number appears in the number column,
we know that the quota correction was not processed correctly.
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amounts entered cgnt’d.

HR master data Edit Goto Extras Utilities Settings System Help
2 AEIC@@ DR I BNnaa @@
Maintain HR Master Data

Q

B Select the Time Recording
tab

B Enter the from date [ | Personnel no 40000145
Name DALLAS ERIN
] C“Ck the gray bOX to < | PersArea 1958 Liquor Control Board EEGroup 8] Permanent
PSubarea |000Z | Tech/Clerical EESubgroup |01 | Monthly(M) OT Exe.. Status Active
the left of
Basic Personal Data_, Payroll  Benefits (IR ~ Addtl. Personal Data i TR

] Cllck D (Create) [= Subtypes for infotype "Quota Corrections” (2) 1

nfotype texi
to create a new record e WP Resiicions |

Absences W To

10

| | | absence Quof = - O Curr.week
Select Quota Type g AL CIEIB EE St manty

attendance of ESG|PSG... |[AQTyp|Quota text | O Last week

QuofaComecls 15 30  SickLeave OLast month

Substitutions
— 15 31 Annual Leave/Vacation

Time Quota g

[ lovertime 15 34 Jus. Excess Leave
: = 15 35 Compensatory Time
Direct selection

FERee 15 37 Exchange Time

15 38 Military Leave

15 39 Holiday Credits
15 40 Excess Vacation Acrual
Shared Leave
15 42 Personal Holiday - Shift
15 43 Settl Leave WSP
15 44 Recognition Ly (non-rep)
15 45 PH - Shared Lv. Donation
15 46 Sick Leave Pool
18 47 Uniformed Serv Lv Pool

O Current Year

NNRNNNRNMNNRNNRNRNNRN
[
-~

% Instructor notes:

Now that we have determined when the employee used the leave, and have
removed the entries from CATS, lets determine we now need to create a quota
correction to remove the negative quota to reduce the employee’s quota balance.




Scenario # 4 Incorrect accrual dates and amounts

entered cont’d.

B Fields to complete:

— Start date
— Quota Number

— Replace generated
entitiment

W Select & (save) to
save

=4

Infotype Edit Goto Extras System Help

@

<]

18 C@e CHE HDLHH HE @m

166

Create Quota Corrections (2013)

DD Dl Personal work schedule ‘ | I Activity allocat

ion |[ Cost assignment |[ Extemal senices [|{[]

Personnel No | 40000145 Name
EE group 0/ Permanent Personnel ar
T WS rule FULL 5-8s. M-F.. SSN

Start 12/31/2007

Absence quota type 3E1® Sick Leave
Ijl Frreeeraa e R
—|| Change accrual entitlement

Quota number q

Olncrease generated entitlement
O Reduce generated entitlement
@ Replace generated entitlement

DALLAS .. Status
1950
500-10-0095

Active
Liguor Control Board

Change transfer time_~

Transfer

Do not change transfer time




Scenario # 5 System allowing negative time to be '’
entered

W [tis possible to run the Attendance System Change Report that
shows a negative leave balance.

B Possible causes:

— Quota correction (2013) entered incorrectly
— Quota correction (2013) used to manipulate leave balances
— Absence sitting on a zero accrual

H Todo:
— Quota Correction (2013)- view to determine why the quota
correction was created

— Absence Quotas (2006)- view to see if something has changed
that caused the original accrual to be zero

% Instructor notes:

HRMS does not allow agencies to enter time for an employee that is not available to
them. It is possible to run the Attendance System Change report (084) that shows a
negative leave balance.

This is usually caused by a quota correction being entered incorrectly or an
absence sitting on a zero accrual.

Many times agencies are using quota corrections to manipulate leave balances, yet
HRMS does not recognize quota corrections in the way.

To fix, first you will want to determine why the quota correction was created.

Absences sitting on a zero accrual will also give an incorrect leave balance. To fix-
check the employee’s Absence Quotas (2006) to see if there was a change made to
the employees record that caused the accrual to change to zero
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Scenario # 6 Quota Buyouts
B Quota buyout — Process of buying out an eligible
employee’s quota balance

B Quota Buyouts are completed in Time Quota Compensation
(0416)

B Some examples of buyouts include:

» Annual Leave (retirement, separation)
= Sick leave (retirement, separation)

= Sick leave (annual buy-out process)

= VEBA (retirement)

B Each agency may have unique rules, situations and
procedures for quota buyout — check with your agency or
bargaining unit for more specific instructions and parameters

% Instructor:

Explain what a quota buyout is

Explain on which infotypes the quota buyout is performed
Describe what a Annual Leave buyout is:

When an employee retires from State service and their agency participates in VEBA
(VEBA= Voluntary Employees’ Beneficiary Association)

the employees sick leave cash out will be put into a trust account that can be used
for their medical costs. This trust account is called VEBA.

The process of a VEBA buyout can be completed during the separation action PA40
or can be created using the transaction code PA30 and creating a Time Quota
Compensation . For the steps of processing a VEBA buyout, refer to the
Additional Information section in the back of your training guide!



E |

B To create a quota
buyout, follow menu
path:

Human Resources 2>
Personnel Management
- Administration > HR
Master Data >
Maintain

B You can also use the
transaction code PA30
(Maintain HR Master
data)

L]
1

5
A

Scenario # 6 Quota Buyouts cont’d.

E
| Menu Edit Favorites Extras System Help

v IEX] e B CARIBE
SAP Easy Access

BiE| &l &) [~][4]

D (3 Favorites
~ &3 SAP menu
b (3 office
b (3 Cross-Application Components
b (3 Logistics
b (3 Accounting
~ &3 Human Resources
© PPMDT - Manager's Desktop
<~ &3 Personnel Management
< & Administration
< &I HR Master Data

© PAAO - Personnel Actions
© PA30 - Maintain
2 PA20 - Display

& PA10 - Personnel File
§ PAT70 - Fast Entry
@ PAA2 - Fast entry: Actions

169

Instructor:

Create a buyout for an employee who terminated from state

service for whatever reason.

First thing to do: go to the employees Absence quotas (2006) to
verify there is no leave entered against a 0 balance

Before you begin the buyout process you first want to check the
employees record to make sure the buyout amount is accurate




Scenario # 6 Quota Buyouts cont’d

B Enter Personnel No.

B Click the Time Recording
tab

B Click the gray box to the
Ieft Of |_|Time Quota Compensation
B Enter the Start date

B Click O (Create)

=4

lg

HR master data Edt Goto Extras Utiles Settings System Help

140 Cee SHE 0000 BR QB

Maintain HR Master Data

[7iaiam 2

@O =l

Personnel no. 33333333

Find by |

Name  LaLong, David

< G Persan
(R Callective search help
{K) Search Term
(K] Free search

EEIBGELE
(=) (elee]

Hit list

Name

Persarea |2350 Dept of Labor & Industres
PSubarea |0002 WMS

Basic Personal Data

Payroll

B

EEGroup|0| Permanent

EESubgroup 01| Monthiy(M) OT Exe.. Status  Active

Addtl. Personal Data.

Infotype text [E[ 1/ Perod,”
Planned Working Time v [ |@Period

| faosences S Fron [o6r1612008] 0

| _{hosence Quotas OToday O Currweek

| [Attendances OAll O Curtent month

| _|Attendance Quotas OFrom cur.date OLast week

| _[Quota Corrections OToCurent Date ~ OLast month
SUDsons O Curent Period O Curent Year

—
Direct selection
Infotype Time Quota Compensation STy
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Scenario # 6 Quota Buyouts cont’d

B Select the applicable wage type
(example: Annl Leave Buyout-No Ret)

[= Subtypes for infotype "Time Quota Compensation” (1) *
W Enter the buyout hours in No. to W Fesicion: |
* ¥
compensate field
B Ensure the accurate Start Date has been|esslpsc.. [comp.me. |pescription
2 |18 1000 Free compensation
entered 2 15 9001 Sick Leave Buyout - Tax
H H 2 15 9002 Sick Leave Buyout -No Tax
. CIICk e (Enter) to Valldate 2 15 9003 Annl Leave Buyout-Ret
H ] 2 115 9004 Annl Leave Buyout -No Ret
B Click (Save) to save : e
| e e e S 2 15 9006 Comp Time Buyout
2 iFlece CHE Bnoe e].] 2 15 9007 Sick Leave Buyout - VEBA
Create Time Quota Compensation (0416) 2 15 9008 Comp Time Buyout-No Ret
(@RI SHS[E Compensete | 2 15 9009 Holiday Credit Buyout WSP
[T T[] [ T[> | rersonneino. [ 422872]  name [LAPALM SANDRA L o 15  goio Settl LV Buyout WSP-NoRet
o ersarea (2350 Dept of Labor & industries E£EGroup |0 Permanent
| Psuvarea [oo02) wms EESubgroup [61] Monthly(M) OT Exe.. Status  Active | 2 15 9011 Settl Lv Buyout WSP-Ret
S 06/16/2008 2 15 9012 Hol. Cr. Buyout WSP-NoRet
Comp. method 9004] Annl Leave Buyout -No Ret 2 15 k) YTD Sick Lv Taken - Conv
60
031_Annual Holiday/Vacation
Junt [Come. [Rem [WT_JAmount _[curr... | 5% [Deduction fr...[Deduction to | & |
. 56020000 Hours ©.00000 56020000 .00 06/16/2006 12/31/5999
avervacation 161.30000 Hours ©.00088  161.30000 .00 06/16/2006 12/31/9993
j 42Personal Holiday - Shift 1.00000 Days 0.00000 1.00000 0.00 06/16/2006 12/31/9999

% Instructor note:

Enter the start date- Make sure the start date is the last day of their
employment so they will be paid on their last day.

No. to Compensate = Total eligible hours

The rate of pay is based upon the employee’s hourly rate if the employee is
hourly. If the employee is salaried, the hourly rate is determined by dividing
the period salary by 87 (2088 annual hours / 24 payroll periods)
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Scenario # 7 Determining an employees
Career Shared Leave balance
B Career Shared leave is tracked using the absence type 9941

B Each Shared leave absence taken in HRMS is added to the
Career balance in 9941

B This report is used to monitor Career Shared Leave balances
for employees

B Access the Cumulated Time Evaluation Results: Time
Balances/Wage Types report using the transaction code
PT_BALOO

Note:
This report can be ran by the:

» Payroll Processor

« Time and Attendance Processor
+ Time and Attendance Inquirer

+ Time and Attendance Supervisor

Note:

Use Sick Leave Over 480-Non eligible report (ZHR_RPTPYO007)to identify . This
report is provided to agencies three times a year, by the Department of Personnel,
but agencies do have the ability to run this report for one or more employees if
corrections are needed.

Use the Logged Changes in infotype data (S_AHR_61016380) as an audit tool to
ensure the correct information was keyed into the system.

Use the Display Working Times (CATS_DA) report as an audit of all entries keyed
in an employees Cross Application Timesheet (CATS) screen.



Scenario # 7 Determining an employees '~
Career Shared Leave balance cont’d.

B Fields to complete:
4 348 /CeQDRRIBDAN om
Cumulated Time Evaluation Results: Time Balances/Wage Types — Payroll period
;
Futherselections | ®  Searchhelps  |®  Sotorder | ®  Org. structure - Sel eCtlon : Enter a
PaP:yllone’z;::a 11) from [10/61/2008]  To  |10/15/2008 person nel number or
s 2 personnel area
— — Selection Conditions —
SsFl‘se:r‘smo’;nel Nurnber E SeleCt Day ba/anCeS
e 3 and enter the Time

Type 9941 (Career

ol Shared Leave Total)
ay balances 9941 to o
O Cumulated balances to |
‘ OTirme wage types to >
Value limits (hours) for timefwage types. . C“Ck @ (EXeCute) to

L DTVake acccium of value limits (hours) g e n e rate th e re po rt
| Data format

Layout

Tip:
Select further selection to add personnel area to the selection criteria screen.

Tip:
Click the Period button to display more selections for the reporting period:

2 I I T w8
U S Tad b

o dH a8 DI
Coumulated Time Evaluation Resufts: Time Balances/Wage Types
SE&EHE

Furiher selecions 5 Search helps 5 Sort padar & Org. struchare. |
Pariod
Today Cumend month Curnant yeas

Lip o baday From loday
B Oitver pearicd
Pediod £ To
Payrod perfod
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Scenario # 7 Determining an employees
Career Shared Leave balance cont’d.

B List Edit Goto Settings System Help
(] DA EH A DHE HDon ERE @m
Cumulated Time Evaluation Results: Time Balances/Wage Types

&:Choose [ Save [[E AEIC] [@Printpreview]

Day balances

Data select. period 09/01/2008 - 09/15/2008

Pers.No.|Employee/app.name Period|Current Date [ TmType| Time type descript. |z Number|
200809 09/01/2008 9941 Career Shared Leave Total 54 .50
200809 09/02/2008 9941 Career Shared Leave Total 54 .50
Employee names and 200809 09/03/2008 9941 Career Shared Leave Total 54.50
personnel N DRy 0 -1 200809 09/04/2008 9941 Career Shared Leave Total £9.20
removed 200809 09/05/2008 9941 Career Shared Leave Total £9.20
200808 09/06/2008 9941 Career Shared Leave Total $9.20
200809 09/07/2008 9941 Career Shared Leave Total 59.20
200809 09/08/2008 9941 Career Shared Leave Total 59.20
200809 09/09/2008 9941 Career Shared Leave Total 65.24
200809 09/10/2008 9941 Career Shared Leave Total 73.24
200809 09/11/2008 9941 Career Shared Leave Total 81.24
200808 09/12/2008 9941 Career Shared Leave Total 89.24
200809 09/13/2008 9941 Career Shared Leave Total 89.24
200809 09/14/2008 9941 Career Shared Leave Total 89.24

Note:
Per WAC 357-31-400 The Career Shared Leave maximum is 261 days

Career Shared Max amount:
261 days ( 1 day = 8 hours)
8 x 261=2088 hours.

Note:
To verify shared leave balances from PAY1

As Career Shared Leave is not stored as a quota balance on Absence Quotas
(2006- You can view an employees beginning/conversion balance via:
Transaction code PA20

Enter the employee’s personnel number, select Time Transfer Specification (2012)
select overview

Each employee should have only one record on their Time Transfer Specification
(2012) which represents amounts converted for the employee at go live.



Review Questions
1. True or False
If an employ does not accrue quota as expected
you should first do a quota correction to give the
employee the correct accrual amount?
False! First check the infotypes that affect quota accrual
to determine why the employee did not accrue the correct
quota balance , make the necessary corrections, then run
the Time Evaluation to give the employee their accrual.

2. On which infotype are buyouts created?
The Time Quota Compensation (0416).

3. Which report will display an employees career
shared leave balance?

The Cumulated Time Evaluation Results (PT_BALOO)

Instructor notes

Answers:

1.False! First check the infotypes that affect quota accrual to determine
why the employee did not accrue the correct quota balance , make the
necessary corrections, then run the Time Evaluation to give the employee
their accrual.

2. The Time Quota Compensation (0416)
3. Time Cumulated Time Evaluation Results (PT_BAL0O)



Summary
B Throughout this course you have learned to:

— Define new terms and key components of quota
accruals

— Define how to view employee accruals

— Create and maintain shared leave quota for both same
and cross agency donations

— Create a manual adjustments
— Create a leave buyout during the separation action
— How to access and run HRMS reports

Instructor notes:

Refer class to the Additional Information in the back of the training guide. The
information included:

Sick Leave Pool as well as the Uniformed Services Shared Leave Pool- Learn how
to make an employee eligible, donate and return back to specific pool

How to process a VEBA buyout for an employee who is retiring from state service.
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Resources

B The following resources are available for your use:

— ISD Help Desk — (360) 664—-6400
» helpdesk@dop.wa.gov

— The Office of Financial Management
= http://www.ofm.wa.gov

— The Department of Retirement Services
= hitp://www.drs.wa.gov

— The On-Line Quick Reference
= hitp://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/defa
ult.aspx

— HRMS Support
= hitp://wvww.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/defau
It.aspx

Instructor notes—

Please show end users the materials available on the HRMS
End User Website.




HRMS Support e

Contact DOP | AboutUs Topic

[ oms | Sreaie i | Gompensaion . do iscees | raming | fcrman: | tutes | Ovarsy | Py | s 007 sorvces |
—

Home > Payroll > Human Rescurce Mansgement System > HRMS Support Print Friendly
yroll - HRMS HRMS Support
HRM t > The Human Resource Management System (HRMS)
St Related Links
e e s e is the enterprise HR and payroll system for
Washington State government. HRMS captures and HRMS Senvice Level
Training
. distributes statewide personnel. payroll. and financial e
On-Line Quick Reference data, and produces paychecks for approximately
70.000 employees in more than 100 agencies e ontartUs
Supporting HRMS. and the other systems. software 360-664-6400 or E-Mail

applications, and activities that work together to pay
employees. coordinate benefits. and foster strategic
planning. is a key function of the Department of Personnel

We have the skills, knowledge, and commitment to offer first class customer service
training. online help documentation, communications. and security solutions to help
you. our users, understand and perform your work. Whether you are trying to complete
a complex payroll action. run a report for your business needs. or just want to search
for information online, we can help!

« Message Center

= Payroll & Financial Errors
HRMS Training
« Business Intelligence Training

« ISD Help Desk
e On-Line Quick Reference

« Personnel/Payroll Association
« Security

Updated: 03/16/09

Address:
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/

State of Washington

The HRMS Support website is a point of contact for internal and
external clients of DOP’s Information systems, websites and internal
networks.




HRMS Message Center

Department of Personnel

Contact DOP | AboutUs

= :

HRMS

yrol

HRMS Support

Payroll Calendars & Schedules
Training

On-Line Quick Reference

Address:

»

Home > Payroll > Human Resource

tem > HRMS Support > Messsge  Print Friendl

Center

Message Center

The Human R System
Center provides system related messages for
professional users

When an urgent issue or update needs to be
communicated to HRMS users, HRMS Support
transmits an on-line alert that instructs users to
access the HRMS message center for an update.

The types of messages that could be logged in the
message center also include

 notification of issues that require immediate
action

« system updates

« changes in system availability

Date/Time HRMS Message Log
03/16/2009 Attention HRMS Users:
10:52 am

Related Documents

» Archived Messages
» July-Oct 2008

» Jan-June 2008

» Nov-Dec 2007

» Jun-Oct 2007

» Jan-May 2007

» Mar-Dec 2006

Contact Us

360-664-6400 or E-Mail

Please click on this link for information regarding Display User-
Generated Time Quota Comp (IT0416) records on Reports.

Thank you

http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/

State of Washington
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ZAlert System Messages %0

Tl nla

— Messages are sent by the iSD Customer Support unit and wiil
appear when logged into the system or when first logging in.
= ZAlerts will last up to 2 hours after being displayed. Once
the message has expired you will no longer see the
message.

— Messages will vary and may contain information regarding
payroll pick-up or may direct you to the HRMS Message

Center.

A oA R v )

—Attention
An important notice was added to the message screen.
To access, enter /oPA20 in the command field.
From the menu bar, click Help and select HRMS Help
In the pop-up security alert box, click OK
From the OLQR tool bar, click the messages button




Question and Answer

State of Washington
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% Instructor notes —

At this time answer any un-answered questions and make sure
that all questions from the parking lot have been addressed

or will be followed up on.
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Training Evaluation

B Please take a few minutes to complete the course
evaluation and participant assessment prior to
leaving.




Additional
Information




Sick Leave Pool

184
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Sick Leave Pool Overview

B Employee’s are eligible to participate in the Sick Leave
Pool after completing one year of continuous service and
accruing at least forty-eight hours of sick leave

B Refer to the user procedure Sick Leave Pool Create
Eligibility and Sick Leave Pool Create the Donation
and Return on the OLQR for assistance.

% Instructor notes:

The Sick Leave Pool was created to allow employees who wanted to
donate leave, but did not have a particular employee in mind to donate
to, donate leave to eligible employees .

Employees are eligible to participate in a sick leave pool after one
continuous year of state employment and after accruing at least forty-
eight hours of unused sick leave. Participation in the sick leave pool is
voluntary on the part of the employees;

Participating employees are eligible to use sick leave from a pool only
when they have a personal illness, accident, or injury and they have
exhausted their personal holiday and all of their sick, vacation, and
compensatory time.

If an employee decided to no longer participate in the sick leave pool
they are not eligible to withdraw the days of sick leave that they donated
to the pool.

Note:
For questions regarding the Sick Leave Pool, please refer to
RCW 41.04.680



Sick Leave Pool

B To create the Sick
Leave Pool Data,
follow menu path:
Human Resources
- Personnel
Management >
Administration >
HR Master Data >
Maintain

B You can also use
the transaction code
PA30 (Maintain HR
Master data)

E
Menu Edit Favorites Extras System Help

|@[ 3 REIY-CIEY:
SA'P_Easy Access

oE| Rl =E]s)[-]-)

b (J Favarites
< 0 SAP menu
b (J Office
b (3 Cross-Application Components
b (3 Logistics
b (J Accounting
~ € Human Resources
) PPMDT - Manager's Desktop
< & Personnel Management
“ G Administration
< & HR Master Data

Q) PA4D - Personnel Actions
) PA30 - Maintain
&2 PA20 - Display

& PA10 - Personnel File
& PAT0 - Fast Entry
 PA42 - Fast entry. Actions
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Step 3
Create Shared Leave Eligibility
B Enter PA30 in the Command field.
(4
. / Time Recording HR master data  Edit Goto Extras Utilities Settings System Help
SeIeCt the htab g 2aHCee CHE BDhof C)L]
@] Maintain HR Master Data
B Verify the Personnel
Number Find by | N:r::m naAmss, BRITTNEY
. j ¥ @ Person | persarea [1110| Dept of Personnel EEGroup 8| Permanent
. CIle Q (Enter) to ggs!f; PSubarea (0001 NoSRepresenteu EESubgroup |01 Mnn(h\y(pM)OT Exe. Status Active
N ) Free s
validate Basic Personal Data_, Payioll Baneﬁts,@ Adé Personal Data D
[ a0 S—
— Infotype text [7] [ Perio
B Enter the From date EC e '%I@— |
. BERE N From [12/61/2008|To  [12/31/9999
[ | CIle the gray bOX to EE| | _|Time Transfer Specifications OToday O Cumwoek
Ti E its urrent mont
the Ieft Of Absence _nge;igllementcampensatmn gl::‘omw,,da(e 8Eas1w(eek "
LE |_workers' Comp. A OToCurertDate  OLast morth
POOIS (0696) to Select Narme) : - O Curtent Period OCurrent Year
E = Choose
. CIICk D (Create) to Direct selection
Create a neW record Vlnfutype Absence Pools STy
Note:
To find the Absence Pools scroll down towards the bottom of the Time
Hn Recording Tab Shar ed Leave

%’ Instructor notes:
» Let the group know that they will have to scroll to the
bottom of the infotype list when they select the Time
Recording tab to find the Absence Pools (0696) infotype.

» Entering the start date here will automatically pull the date
into the created record.



Step 3 198
Create Shared Leave Eligibility cont’d.
B |n the pop-up window | & Subtypes for infotype "Absence Poals” (1) 2 Entries found
select |1 toepo
=

Note: A R E

The Foreign Pool is to be STyp[Name |

selected only if creating the  |F  Foreign Pool

eligibility for the Uniformed

Services Pool, or Sick

Leave Pool. These will be

covered later in the class.

Hn Shared Leave

Instructor notes:

When clicking the Create button the “Shared Leave” selection box
will pop up.

 Select HOME POOL



E |

Step 3 %8
Create Shared Leave Eligibility cont’d.
. &
B Fields to nfotype Edit Goto Extras System Help
complete: 1 ifBjeee CHE D000 BR @@
— Absence Pool  Create Absence Pools (0696)
ID i
:D-@T Personnel No | 2222223 Name HAINES, BRITTNEY
m Click E{Enter) to [[Findty EEgroup |0 Permanent Personnelar 1110 Dept of Personnel
validate v @Person | e subgroup |01 Monthiy(M) OT Ex. SN 555.41.2233 Status ~ Active
%gsgf; Stat 12/0112008] bis  12031/9989
. (K Free
W Click (Save) to Absence Pals
save — [P D 1014 Shared Leave - Common Pool y
7 2 Shared Leave
Instructor note:
« Ensure the Start and End date cover the entire timeframe of the
donation.
» If you forgot to key the dates in the previous screen you can enter
them here.
+ Select Shared Leave — Common Pool
» Click enter/save

Note:

You have successfully made the employee eligible.

This step must be completed for the donor and the recipient.

Steps of Shared Leave

Donor

Recipient

1. Verify Quota Balance

|.1.N/A

2. Establish and verify base rate for
shared leave

Il 2. Establish and verify base rate for
shared leave

3.Create shared leave eligibility

|. 3. Create shared leave eligibility

o 4. Create shared leave donation

o4. N/A

o 5. Verify the donation (416)

o 5. Verify the donation (2013)

o 6. N/A

o 6. Run the Time Evaluation (ZT60)
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Sick Leave Pool- Create the Eligibility cont’d.

B Enter the Personnel

HR master dataEdit Goto Extras Utiies Settings System Help

H (V] (] N AHICee SHE DDLD I BR @@
no. and click j Maintain HR Master Data
(Enter) to validate
u SEIeCt the Time Recording Find by ] N:rmszmE r:IOAINES, BRITTNEY
tab e ﬁ)féU: PersArea 1110 Dept of Personnel EEGroup |8 Permanent
Hl Collec

[ searcl PSubarea |8001 Non Represented EESubgroup 01 Monthly(M) OT Exe.. Status Active

: Free<
. CIICk the gray bOX tO Basic Personal Data  Payroll * Benefits SSIIICIERICTTY Addtl. Personal Data
the left of Absence = T EIT | ot
P I e Employee Remuneration Info [/} @Period
ools lAvailability G From [12/01/2008]To  [12/31/9989
E h S D ERl Time Transfer Specifications OToday. O Curr.week
. = Time Events OAll O Current month
nter t e ta rt ate Leave Entitiement Compensation OFrom cur.date OLast week
. Hit list \Workers' Comp. NA OTo Current Date OLast month
. CIICk D (Create) WEE sbsence Pools O Current Period O Current Year
to Create a new Absence Donation Administration US =
LL 0
re CO rd Direct selection
Infotype Absence Pools STy

B Select Foreign Pool : |

Note:

In order for an employee to use, or donate to the Sick Leave Pool,
the must have both their Home Pool and Foreign Pool eligibility
established. Refer to use Procedure: Sick Leave Pool — Create
Eligibility on the OLQR
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Sick Leave Pool- Create the Eligibility con’t.d
. ©
W Fields to Ifotype Edt Goto Extras System Help
complete: |Q 00 000 CHE DDoD PR OB
— Pool ID Create Absence Pools (0696)
m Click ‘©](Enter) ED
to validate the Personnel No | 22222223 Name HANES, BRITTNEY
information EEgroup 0 Permanent Personnelar 1111 Infarmation Services Division
| EE subgroup 01| Monthiy(M) OT Ex. SSN Status  Active
m Click @/(Save) | [ o/0a/2008] [3)is [12/31/9869
to save /
Absence Pools
iz Poo D 9000 Sick Leave Pool 2]
=

% Instructor note:

The word ‘bis’ for the end date is German.
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Sick Leave Pool- Create the Donation

=
. S > HR master data Edit Goto Extras Utilities Settings System Help
Se|eCt the Time Recording tab il e@e DHE NNAD OF O®

@
B Click the gray box to the

=] Maintain HR Master Data
left of [Rbseice Donation Administaton V8. ||
to select

Personnel no 2222223

Name HAINES, BRITTNEY

PersArea 1111 Information Services Division EEGroup 0| Permanent

PSubarea |8601 | Non Represented  EESubgroup 86 M-OT Elig>40hrsiwk ~ Status  Active

u Enter the Start date Basic Personal Data |, Payroll Baneﬁ(s_ Addtl. Personal Data QoG

Tl

[ [infotype text [E.][ ] [Period
Employee Remuneration Info [2]] | @Period
|Availability = From [1/13/2008 [@b

B Click O (Create)
to create a new record

Time Transfer Specifications l@subtypes for infotype "Absence D

Time Events nth
Leave Entitlement Compensaty

Workers' Comp. NA ;

17 [elol [ <l lallal O

‘:::::z::x:nonwmlnl V4 3| &4 (=i "
. —————————|sTyp|Name |
B Select Donation/Return Dkt slcin 0001 DonatiorVRetum ‘

0002 Withdrawal

Instructor notes:

Because we are creating the sick leave pool donation- we will select the
Donation/Return from the subtypes pop up.

If your employee was withdrawing from the Sick Leave pool you would choose the
withdrawal from the pop-up
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Sick Leave Pool- Create the Donation cont’d.

E
i Infotype Edit Goto Extras System Help
B Fields to complete: @ 108 00 CHE dnaa e
Abs. asta v Create Absence Donation Administration US(0613)
-q .yp EER
- Number/unlt E Personnel No | 22222223 Name HAINES, BRITTNEY
— Foreign Pool ID EE group 8 Permanent Personnel ar 1111 Information Services Division
¥ '| EE subgroup  |81| Monthly(M) OT Ex. SSN Status  Active
Start 1/13/2009
B Click'@] (Enter) to ,
. . . Absence Donation Administration US
validate the information [ Aos aunta e 30 Sick Leave ( 283.40000H_ 2
@ Lnit o0 Hours,
. ] @ OHome Pool
W Click (Save) to a Home Pool ID E
'% @Foreign Pool
Save ﬁ Foreign Pool ID 9000 Sick Leave Pool o]
=[O Employee [JAmount Related
[Z
Personnel no
F Target Abs. quota 5]
[ OExtemal Recipient
H.. Ext. Person
:| Absence Quota Type

% Instructor notes:

Select whichever action you are performing. we have selected
Donation/Return as our employee has decided to donate to the Sick
Leave Pool .

Fields to complete:
Start- date the record is to begin

Abs. Quota type- The specific absence quota the employee is
donating

Number/unit- the amount of hours the employee is donating.
Enter to validate and save to save record.

You have successfully completed the transaction to donate to the
Sick Leave Pool.

When a donation has been made to the Sick Leave Pool, a record
will be created on the Time Quota Compensation (0416) indicating
the sick leave being deducted from the donor’s quota balance
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Sick Leave Pool- Create the Withdrawal

. Enter the transaCtlon EUHBmas(ev data Edit Goto Extras Utilities Settings System Help

Code PA30 @ 1 dH A EHE DO BHE @®

Maintain HR Master Data

B Enter the Personnel NAEEE

Number of the [ | Personneino. o000t

. Name  [SUMMERS, LARRY
ReCIpIent ¥ '| Persarea 1111/ Information Services Division EEGroup 0| Permanent
PSubarea |0002 | WMS EESubgroup 01| Monthiy(M) OT Exe.. Status Active

| Select the Time Recording tab

. Basic Personal Data * Payroll * Benefits, " Time ELGTIN - Addtl. Personal Data a0
B Click the gray box to =

1 5
= | |Infotype text [E.][ ] [Period
the left of/Absence Donation Administration US' | o ' |Employee Remuneration o )| @Period
(&|||[avaiatiy CM - From [o1/13/2008 fro
. Enter the Start date A | [Time Transfer Specifications OToday O Currweek
D § %nme Events QAll O Current month
m I| k r | |_|Leave Entitement Compensation || OFrom cur.date O Last week
C c (C eate) E | [Workers' Comp. NA ‘ OTo Current Date O Last month
to Create a hew record |Absence Pools v || OCurtent Period O Current Year
‘ E f.’{!?t?.'l??..'?.‘!‘.‘!?f‘i.‘?.’.‘.M!ﬂ'ﬂ!ﬂ?ﬂ‘!ﬂ..uﬁ? IB[NE Choose
. Select 0002 Withdrawal | &)
H.. || Direct selection
L[| [ intotype STy

Note:
Refer to the user procedure Sick Leave Pool — Donation and
Return on the OLQR for assistance with this process.

Employees may not withdraw more than 261 days from a sick
leave pool for their entire duration of state employment. The
261 days include any days an employee has received under
Shared Leave.



cont’d.

B Fields to complete:

— Abs. quota type
— Number/Unit
— Foreign Pool ID

W Click the ForsenPeol

W Click &](Enter) to
validate the
information

m Click & (Save) to
save

Sick Leave Pool- Create the Withdrawal

4
Infotype Edit Goto Extras System Help

|¢ 108 e6e CHE 900n BF QB
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Create Absence Donation Administration US(0613)

EER

T Personnel No | 40000001 Name SUMMERS, LARRY
EE group 0 Permanent Personnel ar 1111 Information Services Division
¥ '| EE subgroup |01 Manthly(M) OT Ex.. SSN Status  Active
Start p1/13/2009[9)
Absence Donation Administration US
| Abs.quota type 46 Sick Leave Pool 4]
|| Number/Unit 80.00 Hours
=
@ OHome Poal
8 Home Pool ID 8
% @Forelgn Pool
§ Foreign Pool ID 9000 Sick Leave Pool 8
g

Note:

The fields to complete, need to be completed in order that they appear
on the slide. If the radio button is selected before the Foreign Pool ID
has been selected you will receive an error message.




Sick Leave Pool- Create the Withdrawal =

cont’d.
|@Emgram Edit Goto System Help
B Enter the transaction  |@ 198 ¢ee BHE 800D BE @B
COde /NZT60 in the HR TIME: Time Evaluation
command field
Further selections ”¢ Search helps |[<> Sort order
B Enter the employee’s Selecion__
Personnel Number [ 6

Personnel area
Personnel subarea
Payroll area

B Evaluation up to Date —
let default to the last day
Of the month Parameters for time evaluation
. Forced recalculation as of
- CIICk @ (ExeCUte) to Evaluation up to 12/31/2008
execute the process

[ele]d

Program options g
‘ [Display log
[ Test run (no update)
[]Stop at function/operation BREAK
[]Stop at fixed positions in time evaluation

% Instructor notes:

* Notice the /N that is in front of the transaction code. Who knows what
that is?




Sick Leave Pool- Create the Withdrawal

cont’d.

" Verlfy the tlme |@L09 Edit Goto View Settings System Help
transfer was |g 200 ©ee DHE 2DOD o®
successful Display Log Tree

R G o[ s DB

B Click|@| (Exit) and
return to the SAP
Easy Access screen

Log: Time Evaluation

—0@ General data

Successful personnel numbers
Personnel numbers with errors
Personnel numbers ended early
Personnel Numbers Rejected
Messages

—0 Statistics

Selected personnel numbers
Successful runs for

including with errors

—Processing not completed for

Rejected

Total number of messages and error messages

coo s

197




Return Unused Shared
Leave to the Sick Leave
Pool




Return Unused Shared Leave to the Sick Leave '

Pool

B To return unused
shared leave, follow the
menu path:

Human Resources 2>
Personnel Management
- Administration > HR
Master Data =
Maintain

B You can also use the
transaction code PA30
(Maintain HR Master
data)

E
Menu Edit Favorites Extras System Help

&lPAad 0B CARIBHE
SAP Easy Access

&E []l]

b (O Favorites
v 3 SAP menu
b (J Office
b (3 Cross-Application Components
b (3 Logistics
b (J Accounting
~ &3 Human Resources
 PPMDT - Manager's Desktap
~ (3 Personnel Management
“ Q) Administration
¥ I HR Master Data

() PAA40 - Personnel Actions
) PA30 - Maintain
&) PA20 - Display

& PA10 - Personnel File
& PAT0 - Fast Entry
 PAA42 - Fast entry: Actions




Return Unused Shared Leave to the donor 200

cont’d. ®
HR master data Edit Goto Extras Utilities Settings System Help

B Enter Personnel no. of [V} 2 AEHCee BHE DL BR @B

the recipient Maintain HR Master Data

_ —

] CI'Ck the e ixecorrng h E Personnel no. 22222223

tab Naime  HAINES, BRITTNEY

¥ | Persarea |1110/ Dept of Personnel EEGroup 0| Permanent

[ Enter the from date PSubarea |6001) Non Represented  EESubgroup |01 | Monthly(M) OT Exe..  Status  Active

] CIICk the aray bOX tO the 7/ Payrll FI Benaﬁts_ I Addtl. Personal Data  Planning Data Iy (DT

left sence Bonaton Adniistation U3 T B
Employee Remuneration Info [4| | ®Periog
. Click D (C reate) to Availability G From 05/05/2008 |To

Time Transfer Specifications i
[~4 1 "
Time Events IE Subtypes for infotype "Absence Eth

Leave Entitlement Compensation

Workers' Comp. NA
Absence Pools

create and continue

LT T T T

= [elol[Hl sl [al Tl T

e i KAL) ] ) e
STyp|Name —
Direct selection -
Infotype Absence Donation 4 W
0002 Withdrawal

% Instructor notes:

Once you click create, a Subtypes for infotype “Shared Leave
Donation/Return” pop up box will appear- select Donation/Return

Note:
The from date is the date on which the recipient is no longer eligible to use
shared leave



Return Unused Shared Leave to the Sick Leave 2
Pool cont’d.

e
Infotype  Edit Goto Extras System Help

B Fields to complete: g 1 1@ 00e LUl 80R0 OB OB

Create Absence Donation Administration US(0613)

EER

Abs. quota type

— Number/Unit
E Personnel No 424880 Name SHEA KATHLEEN ANN
= SeIeCt Foreign POO/ ID EE group 0 Permanent Personnelar 1111 Information Services Division
. . | EE subgroup  [61] Monthly(M) OT Ex.. SSN [537-66-8057 Status  Active
— Click Fort eign Pool Start 05/05/2009 3
Radlo bUtton Absence Donation Administration US
0 Abs.quota type 30 Sick Leave ( 26340000 H.. &
[} Clle (Enter) tO @ Number/Unit 45.00 Hours
validate (8] Otome Po
B Home Paol ID a
m Click [B)] (Save) to [T
? Foreign Pool ID 9000 Sick Leave Pool g
save =10 Employee [JAmount Related
E Personnel no.
E Target Abs. quota 2
@ OExtemal Recipient
H. Ext. Person
] Absence Quota Type




Uniformed Service Pool
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Uniformed Service Pool Overview

B The Uniformed Service Shared Leave pool was created to
allow active state employees who are called into active
duty the ability to maintain a level of compensation and
employee benefits.

B This pool allows for state employees to donate their leave
that may be used by an employee who has been called
into active duty.

B Refer to the user procedure Shared Leave- Uniform Srvs
Pool — Create the Eligibility and Shared Leave —
Uniform Srvs Pool- Donation or Withdrawal on the
OLQR

Instructor notes:

The Uniformed Service Pool was created to help active state
employees who have been called to active duty maintain employee
benefits- Uniformed services include ARMY, NAVY, National Guard to
name a few.

Eligible state employees can donate to this pool that can be accessed
by other active duty state employees.

Access the user procedures and walk through steps. Similar to
the steps completed for Sick Leave Pool.
Have class review user procedures.

Note:

The Military Department, in consultation with the Department of
Personnel and the Office of Financial Management, is responsible for
administering the Uniformed Service Shared Leave Pool.

For additional information and resources see:

http:/mil.wa.gov/documents/donatingleaveprocess.doc or WAC
357-37

Leave that is received under the uniformed shared leave pool is not
included in the 261 day total specified by RCW 41.04.665
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VEBA Buyout

=

Instructor notes:

When an employee retires from State service and their agency participates
in VEBA (VEBA= Voluntary Employees’ Beneficiary Association)

the employees sick leave cash out will be put into a trust account that can be
used for their medical costs. This trust account is called VEBA.

The process of a VEBA buyout can be completed during the separation
action PA40 or can be created using the transaction code PA30 and creating
a Time Quota Compensation



VEBA Buyout

Enter the transaction
code PA30

Enter Personnel No.

Click the = Time Recording
tab

Enter the start date
Click the gray box to the

left of| [time aucta Compensation
to select

Click O (Create)

Select Sick Leave
Buyout-VEBA

[c4
| HR master data Edit Goto Extras Utiliies Settings System Help

1 AHCaQ BHE D0 AR @B
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Maintain HR Master Data

L[ ]@IE =] (%4 |personmeino _33313333'
Find by Name  LaLong, David
¥ @ Person Persarea 2350 Dept of Labor & Industries EEGroup || Permanent
ﬁggmve SEAItN e | ooy rarea (0002] WS EESubgroup 31 Monthiy(M) OT Exe. Status  Active
K Free SETEUSunypes for infotype "Time Quota Compensation” (1) 1¢
(el Personal Data «
=
FIEIEE £ L e E ) =
B ESG|PSG...[Comp.me..]Description ]QTD
g 1 10 1000 Free pompensatlon g
1 10 1001 Vacation Payout
Name 110 1002 Sick time payout Cemmriizii
1 10 1003 Personal Time Off payout Olast week
110 1004 Floating Holiday payout OLast morth
10 1005 Overtime Comp Time Payout  OCurent Year
1 10 9001 Sick Leave Buyout - Tax
1 10 9002 Sick Leave Buyout -No Tax
1 10 9003 Annl Leave Buyout-Ret
1 10 9004 Annl Leave Buyout -No Ret
110 9005 Sick Leave Buyout-Annual
1 10 9006 Comp Time Buyout
1 10 9007 Sick Leave Buyout - VEBA
T 10 9008 Comp TIMe BUyOUL-ND Ret
1 10 9009 Holiday Credit Buyout WSP
1 10 9010 Settl LV Buyout WSP-NoRet
1 10 9011 Settl Lv Buyout WSP-Ret
1 10 9012 Hol. Cr. Buyout WSP-NoRet
1 10 9999 YTD Sick Lv Taken - Conv

Instructor notes:

Enter the retiree's personnel number

Select the time recording tab

Enter the state date of the record — the employees last day of
employment within your agency.




VEBA Buyout

B Click & (Enter) to validate
W Click (Save) to save

=
| Infotype Edit Goto Extras System Help

o dH €@ SHE I HDLHa @@

B Enter the buyout hours in No. to compensate field
B Ensure the accurate Start Date has been entered
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Create Time Quota Compensation (0416)

wlm

Personnel No 33333333 Name LALONG, DAVID
PersArea |2250) Washington State Patrol EEGroup 8] Permanent
= | PSubarea [B0JN| Agencywide: EESubgroup (85| H-OT Elig>40hrsiwk ~ Status  Active

Start bes18/2008[=)

Comp. method 9007 | Sick Leave Buyout - VEBA
I ——
— || Compensation specifications
(D Time quota type 36| [Sick Leave
| &||_compensation rule
=Y No. to compensate 175 CIDDEIEII
= Do not account
E.
E Absence quotas

ATy |Quota text [Entiti |Unit |Comp. |Rem. W [Amount |Curr... | G [Deduction fr...|Deduction to | & |
= 30Sick Leave 8.00000 Hours 0.00000 0.50000 0.00 05/16/2006 12/31/9999
& 30Sick Leave 8.00000 Hours 0.00000 8.00000 0.00 06/16/2006 12/31/9999
H.. [ 30Sick Leave 8.00000 Hours 0.00000 8.00000 0.00 07/16/2006 12/31/9999
30Sick Leave 8.00000 Hours 0.06000 8.00000 0.00 08/16/2006 |12/31/9999

Instructor notes:

Verify that the start date came over

Enter the total hours to be bought out in the No. to compensate field

Click enter to validate entries
Click save to save your entries.

You have completed the VEBA buyout process.




